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High  School  Students 
GAIN  MORE  IN  REASONING  ABILITY 


WITH  THE  MONROE  EDUCATOR  as  a  basic 
instruction  tool,  students  not  only  gain  a  better  un- 
derstandinK  of  all  <  alculators,  they  actuaUy  gain  more 
in  reoHoning  ability.  Becau.se  the  Kducator  is  desi(?ned 
for  manual  operation,  students  more  quickly  grasp 
the  principles  of  electrically  op<*rated  calculatoi's. 

Kxtremely  low  in  first  co.st,  as  well  as  upket*p,  the 
new  MonnK*  Kducator  has  extended  capacity  and  full 
length  decimals  on  the  keyboard.  It  is  the  ideal  basic 
machine  in  any  office  practice  schedule. 


FREE  OFFICE  PRACTICE  COURSE 
WITH  PURCHASE  OF  EDUCATOR 

Thifi  <ourw  wjw  preparetl  in  cooperation  with 
((ualifierl  ofhee  practice  teachers.  It  includes: 
(1)  A  full  30-leMon  Office  Practice  Course  Book 
for  Htudenta;  (2)  Teacher's  Manual  and  Answer 
Hook;  (.3)  Teacher’s  Guide  for  Class  Instruc¬ 
tion;  (4)  Fundamental  Instruction  Cards;  (5) 
Graphic  Classroom  Wall  Poster. 


e 


See  the  MAN  from 


MC^NR^E 

Ly 


tmr  CALCULATING 
ADDING  •  ACCOUNT  ING 


DATA  INIOCCttING 
MACHINES 


,  I 


PASSPORT  TO 


NICEST 

JOBS: 


THE 

DICTABELT 

RECORD 


Crossing  the  Ixmndary  between  the  cliissnxmi 
and  top  secretarial  jobs  in  the  world  of  business 
is  a  quick,  easy  trip  for  Kraduates  trainerl  in 
Dictaphone  TIMK-MASTKK  transcription. 

The  reason  is  simple.  Dictaphone-certified 
secretarial  graduates  are  needed  by  thousiinds  of 
key  executives,  professional  men  and  govern¬ 
ment  officials  who  have  discovered  the  time-sav- 
inx,  effort-saving  advantages  of  dictatinK  to  the 
plastic  DICTAHKI.T  record. 

They  want  secretaries  familiar  with  these  an- 
vanta^es . . .  ready  riKht  now  to  speed  transcrip¬ 
tion  and  apply  the  time  saved  to  executive 
assistant  duties. 

^’ou  can  offer  the  Dictaphone  Certificate  of 
Proficiency  to  your  students  via  the  famous 
Dictaphone  Business  Bract  ice  Course.  It  is  avail¬ 
able  on  the  Dictaphone  Schfxil  Kental-At-O/st 
Plan.  Send  now  for  full  details.  Write  I  Jictaphone 
Corporation,  Department  HW,  42t)  Iv(‘xini{ton 
Avenue,  New  York  17,  New  ^'ork. 


Tkt  Itulaphoue  Timt  Slatiff  anil 

Ikt  IHrlakrlt  trtm4  main  itavtnt  u  Ay  (V  Hulapkimr 
Ttm*  Matin  far  oultrlli  all  of  Ayr  dirlaling  aimhintt 


••r¥iQ«  you  oan  dopond  on  Iho  world  around 


U  CoModa,  mtaa  OtcfoplionA  Corporation,  ltd.,  304  fglMton  Ara  fort,  Imoiita , . .  In  Inplond,  Otctoptiono  Compony  Ud.,  I/. If 
Strotford  flora,  London  W  1  Oictopttono,  TMna-Mottar  and  Oicta^H  oro  roaMarad  tradamar^t  o<  Oktoplwno  Corporotlan 
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IF  YOU  IIAN’E  a  prohle'm,  this  (h-partmrnt  may  lx*  a  lif»vsav«T  lor  you;  ii  y»)ii 
have  a  solution  to  someone  els<-’s  prohlem,  you  may  lx-  the  lile-saver.  In  either 
case,  send  your  c'ontrihuti«)n  to  Prtihlem  Cdinic,  IIUSINF.SS  KDUCIATION 
WOKLD,  •‘YYO  West  42  Street,  New  York  36,  N.  Y.  Prizes:  $25  and  $15  for 
the  two  Ix'st  ftolutunis,  and  $11)  and  $5  for  the  two  best  prohU-ms  reeeived  by 
May  I,  1958.  Here's  a  new  problem  f<»r  yon: 

1  have  a  problem  in  regard  to  teaching  typing  in  a  prison.  1  be¬ 
lieve  that  a  solution  would  Ire  of  value  not  only  to  me,  hut  to  scores 
of  other  teachers  who  teach  in  various  types  of  institutions,  and  pos¬ 
sibly  in  adult-educatuni  classes.  The  situation  is  this: 

(a)  My  students  are  all  adults,  with  a  wide  range  «if  general  in- 
telligeru'e,  capabilities,  and  age. 

(b)  Many  of  the  students  have  emotional  problems  that  affect  their 
classroom  work. 

(c)  Asbsentees  create  a  problem  from  a  lesson-planning  viewpoint. 
Most  absences  are  legitimate  and  cannot  be  avoided. 

fd)  Beginning  and  advanced  classes  must  Ire  taught  together  in 
the  same  rrxrm. 

How  do  you  go  about  planning  effective  instruction  for  such  a 
group?  It  seems  that  individual  study  is  the  only  solution;  but  if 
this  is  Hr,  then  group  work,  is  almost  entirely  neglected.  If  I  dft 
some  group  work,  then  the  students  who  were  absent  have  missed  out. 

If  I  repeat  myself  until  all  students  have  been  iiK-luded,  I  find  my¬ 
self  on  a  treadmill.  If  I  work  with  the  beginning  group,  it  interferes 
with  tbe  advanc'ed  gnrup— and  vice  versa.  The  wide  ranges  mentitmed 
in  (a)  abcrve  also  add  to  the  prohlem,  especially  in  providing  motiva¬ 
tion  and  maintaining  interest.  In  this  last  connection,  the  emtttimial 
c«rndition  (rf  some  students  is  also  a  factor. 

What  I  have  done  is  this:  I  make  out  separate  assignment  sheets 
for  each  group,  beginning  and  advanced.  Each  student  works  mcrstly 
on  bis  own,  and  at  regular  intervals  we  have  timed  writings,  wbicb  I 
have  used  mainly  in  an  attempt  to  motivate  students  and  sustain  in¬ 
terest.  1  feel  the  individual  approach  tends  to  let  the  class  fall  into 
a  dull  routine;  but  perhaps  you  disagree.  Have  you  any  suggestions 
that  I  might  incorporate  into  my  present  approach  tn  that  might  re¬ 
place  my  partial  solution? 

En(x:m  J.  Hac;a 
Vacm  iUr,  Calif oruUi 


SEPTEMBER  PROBLEM  (1) 

/  am  the  only  hwiim’M  teacher  in 
a  small  hifih  school  with  an  enroll¬ 
ment  of  apprtninuitely  H5.  I  have 
three  Hasses  in  typing  and  usually 
have  about  twenty  studrmts  taking 
beginning  tyjHnR  and  seven  enrolled 
for  the  advanced  course.  The  class 
periods  are  f(trty-five  minutes  in 
len^th.^The  scluml  is  located  in  a 
small  rural  community.  A  few  stud¬ 
ents  fnmx  each  urmluatina  class  go  on 
to  collefie.  Most  of  the  girls  are 
marru'd  within  a  year  after  they  are 
araduated  from  high  scIuhA.  One  or 


,  tivo  members  of  each  arrmp  work  in 
an  office  or  clerk  in  a  retail  store  for 
a  few  years  after  they  finish  big/i 
sefuxA. 

Here  are  the  situations  tluit  take 
so  much  of  my  classroom  time  that 
^  I  am  forced  to  nealect  speed  Imild- 
ing  and  omit  several  units  that  I  feel 
slumld  he  tauuht.  (Since  I  am  erm- 
sidered  a  di-rtuindina  tasknuister,  I 
(annot  assign  more  outside  wtnk  than 
I  ntfw  require.) 

a.  I  sjMmsor  the  monthly  sclutol 
newspaper,  which  consists  of  four 
printed  panes  and  three  legal-size 
sheets  of  duplicated  grade-scliool 


I 


3 

I  y'i 

'  Many  secretaries  are 
i  loyal  to  EraserStik 
I  7099  and  7099B  — 
:  the  all-utility  white- 
j  polished  beauty  that 
changed  a  nation's 
erasing  habits. 


C  }'■ 


Others  are  crazy  about  our  gorgeous 
new  Redhead  7066  and  7066H  —  with  the 
soft  red  typewriter  eraser  and  red  brush. 


Whatever  your  preference,  EraserStik 
I  helps  you  turn  out  cleaner,  neater  work 
without  strikeovers  and  ghosts  showing. 
Because  EraserStik  is  the  new,  the  mod¬ 
ern,  the  heller  way  to  erase.  Why  work 
under  a  handicap?  Start  using  EraserStik . 
i 

TEACHERS:  A  FREE  sample  available 
for  class  demonstration.  Write  on  school 
'  stationery. 


A.W.FABER-C45rfil 

PENCIL  CO..  INC.  •  NEWARK  3.  N.  J. 


Dt:f:E.MBER,  1957 
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Shorthand  won’t  help  her  here! 


Th’iH  IK  u  ni(Kl<*rn  tinn.  It  UHfs  tiinf-savinn  SoundScrilxT,  ;ik  a  pionitT  in  elwtronic  dictating 

dictation  and  transcription  equipment— as  do  more  and  transcribinK  equipment,  now  provides  schwis 
than  half  of  America’s  l>usin<*ss  of!ic<‘s.  with  a  tailor-made,  low-<'ost  program  to  fill  this 

Tjxlay’s  well-Kroun<lc‘<l  s<*cn*tarial  student,  there-  nml.  This  projfram  incorporatt'S  all  of  the  elements 
fori',  netnls  machine  transcription  training  as  well  n<*<*d<Hl  for  a  complete  e<lucational  job  . . .  machines, 
us  shorthand  to  fit  into  this  pictun*.  textlxxiks,  practice  courses,  teachers’  aids— evim 

I*n)Kn*ssivebusinesse<iucator8n*coKnizethisfast-  certificates  of  p<*rformance. 

Krowin^  change.  Their  forward-hmkinK  programs  Flexible  in  cost  to  meet  individual  sc-hool  finan- 

include  the  ma<-hin(*s  and  traininy:  netnlwl  to  assure  cial  situations,  it  d<*serves  your  immcnliate  con- 

acceptance  of  their  students  auyuhere.  sideration.  ,St*e  details  on  opjKxsite  paj;e. 
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Now.  .  a  complete,  low-cost  training 
program  for  commercial  and  secretarial  students  in 

MODERN  MACHINE  TRANSCRIPTION 


This  prot^ram  provides  an  unusual  decree 
of  realism  for  the  student.  The  learner  is 
“employed’'  as  a  clerk-stenographer  for 
the  mythical  National  Office  Supply  Co. 
All  letters  are  transcribed  on  the  firm's 
letterhead,  usingthecompany’sletterstyle. 
Thus  the  student  is  afforded  an  opportu¬ 
nity  to  learn  and  use  names  and  terms  that 


stenographers  ust*  in  actual  employment. 

Vocabulary  is  controlled  to  achieve  a 
progressive  d(‘gree  of  difficulty.  Material 
to  be  tran8cril)ed  is  adjusted  so  each  U^sson 
can  be  n*adily  compleUnl  in  a  typical  class 
period.  In  addition,  le.ssons  include  type¬ 
writing  warm-ups,  spelling  drills,  and 
point<‘rs  on  .s<*cretarial  pns*edure. 


Here’s  what  you  get  under  SoundScriber’s  School  Subscription  Plan: 

1.  Idlest  mrxlel  SoundSoriber  Transcribing 
Machine.* 

2.  Special  training  discs  and  storage  box. 

3.  Student's  textbook. 

4.  Student’s  workbrmk. 

5.  Instructor’s  manual. 

€.  (’ertificate  of  proficiency. 

PLUS  additional  teaching  aids  and  bi¬ 
monthly  F>lucational  News  Letters  covering 
the  latest  developments  in  the  field  of  Busi¬ 
ness  Pvducation. 

*3  LOW-COST  PLANS 

PLAN  A . . .  Rental  Han 
PLAN  B . . .  liental  with  option  to  purchase 
PLAN  C  . . .  Standard  Purchase  Plan 


Por  exact  costs  for  your  school,  call  your 
local  SoundS<rril)er  dealer  (see  the  Yellow 
Pages  of  Classified  Telephone  Hook).  ()r  fill 
out  and  mail  coupon  at  right  for  addi¬ 
tional  details  and  complete  course  outline. 


Kduriiluni  Deparlnunl  I 

Box  1941,  .Vpw  ilHVPn,  Conn.  1 


H«n<l  me  a  free  copy  of  your  courae 
outline,  alorifr  with  further  detaiU. 


I 

I 

I 


S  O  U  N 


C  R  I  B  E  R 


WORLD'S  FIRST  COMPLETE  ^  COMPATIBLE  DICTATING  SYSTEM 


foSAMt  DtctotMii  oak*  Oictolioii  TrMWOptMn  TalApfcoeA  Datatio*  1  0>K  VafuMity 


I)Kf:KMBKK.  19.57 
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In  Answer  to 


Let  our  Silmt-SalcMiuin-Sam- 
pic  NIACAHLK  prove  to  you 
that  wc  have  the  an&wer  to 
your  S.O.S.  cry  for  a  practical 
and  economical  method  of  fil¬ 
ing  Unbound  Maga/.ines  and 
Pamphlets.  A  free  sample 
MA(jAI  ILL — with  complete 
description  and  price  list — will 
be  sent  on  request. 

It  must  sell  itself  as  it  has  to 
more  than  5000  other  satisfied 
users.  No  salesman  follow-up. 
We  will  answer  your  S.O.S. 
by  return  mail  if  you  write 
today  to  . . . 

THE  MAOAFILE  COMPANY 

r  0.  Ill),  Si.  Iwii  S,  a<MMKl 


-INSTRUCTORS- 
SAVE  YOUR  VALUABLE  TIME 

I  cl  Ihc  cititir  tcHch  “(  or  reel  Pos- 
lutv."  NumcricMily  S(  At  I  I)  measure- 
nicnlH  on  .Seal  and  Hack  allow  each 
kludcnl  to  kcal  himself  properly  m  30 
SI  <  ONDS  OK  I  I  VS. 

“PIIVSK  Al  (ONI  KOI  -  can  be 
improved  from  10  to  23%.  A  MUS'T 
lOK  HI  INK  l  YIMNCi  I  I  (M- 
NK^UI  .  “Ill  I  HI  (  HAIK  IX)  IT." 

nil.  MODI-KN  (OMMhKClAL 
K(X)M  (  HAIK  XOSI^  lew— gives 
MOKI..  Prepaid  Ircighi  on  10  or 
more  chairs. 

Writ*  tf  frechsir*  mf*d  Prfee  List 

TUSCOSariNGCOHPANY.  INC. 

fin«ll«s  iNtamatiMial  Airport 
St.  Potortbarg,  Flerido 


ru'ii;«.  Siru.T  thert"  u  no  jtmrnalum 
cUihH,  Home  of  tfie  ttritina  and  all  the 
^ytann  of  cffjty  f(n  tfw  htral  jninter, 

Oh  weli  OH  t tie  cutting  of  Hteneiis,  are 
cotuidered  typing  putferin, 

h  Tttere  are  feu:  duplicating  rna- 
rhincH  in  town,  ho  ttu;  typing  cla.iutea 
cut  the  Htenciln  anti  duplicate  the 
yearhtMtkt  for  varitnia  church  and 
civic  ttraanizatiemH.  The  aroupn  pay 
only  fm  the  nupplU'H  med,  and  tlte 
numey  in  placed  in  the:  ftetu'ral  Hchool 
fund. 

c.  VarittUH  departmenta  in  the 
Hchool  look  to  tlic  Imaitwaa  atudents 
to  type  reports  and  papera.  The  drafts 
that  they  auhmit  are  often  carelessly 
jnepared  and  are  frecpiently  (fiven  to 
us  only  a  few  days  Ire  fore  the  fin- 
istu’d  produci  must  he  ready.  I  re¬ 
fused  to  accept  some  of  these  reports 
anti  hiul  the  unforturuite  experience 
of  havinn  the  teachers  turn  to  some 
;  of  my  poorer  students,  who  did  the 
wttrk  witlund  supervision.  Then  the 
rumen  was  circuUtted  that  the'  typing 
students  ce'rtennly  cemld  rurt  he  relie'd 
etn  to  do  seitisfaeieny  wenk. 

If  yem  ree-omrnend  theit  I  dretp 
senne  of  these  aeiivities,  hetw  ean  I 
!  elet  it  without  fii'ttind  an  eidverse  rr-- 
eieiiem  fretm  the  te'oehe-rs  atul  temns- 
I  pe'etple'?  Iletw  ean  I  previ'Ut  luivinn 
i  peten  tyfdnn,  eleme  wUhenet  my  super¬ 
vision,  hlameel  em  the  husiness-eelu- 
j  eeetieen  elepartment? 

A  NON  Y. MOL’S 

Suggested  Solution 

:  Dear  Anemymems: 

DiiritiK  lilt*  s<-li(MrI  yoar,  at 

i  P<‘rry  (Illinois)  IliKli  ScIkniI,  I  had 
^  a  situation  sonu'wliat  parallel  to  tlu* 

!  one  that  eonfronts  yon.  VVe  had  two 
I  tyjiiiiK  classes;  Irr'Kinning  cla.ss,  12 
j  students,  advanced  class,  .5  students; 

I  total  enrollnu'iit  of  the  s<-h<Mtl,  flY. 
i  W'ith  the  help  of  the  stinh'iils  and 
I  frdlow  teachers,  here  is  how  I  solved 
I  the  prohlenr. 

(rt)  At  the  second  teacluTs’  ineel- 
ing  (in  OctolN-r),  I  announced  that 
the  hiisin«‘ss  depariinent  would  la* 
more  than  happy  to  assist  th«*  teach- 
«‘rs  and  l(K'al  orgaiii/ations  with  var¬ 
ious  typing  projeds  such  as  tests, 
program  iMNiklets,  etc.  I  went  a  step 
further  to  note  that  I  would  Im*  happy 
lo  have  the  advaiui'd  class  (and  thr 
iM'ginning  class,  wlimi  students  were 
able  lo  type  proficiently  enough  i 
tv|>(*  a  prop'ct  or  two,  such  as  a  re- 
IMirt  or  IkmiL  revi<‘w',  lor  an  Knglish 
class,  a  history  class,  or  any  other 
class.  I  would  work  hand  in  hand  with 
the  teacln*r  of  the  other  class. 

(h)  Next  I  s^tid  that  all  work  to 
Im‘  tyiMHl  should  la-  rlireded  to  me, 
so  tfial  any  di.screpancies  in  the  draft 
(smhi  la*  ironerl  out  In  this  way,  I 
,  esNild  distrihnie  the  work  and  give 


prop<-r  instrncti(Mis  to  the  students 
who  were  able  to  do  the  work  and 
who  had  csanpleted  all  their  own 
scluarl  work. 

(c)  I  staterl  that  there  would  la- 
a  small  charge  for  work  csanpleted, 
as  the  projects  were  done  on  the  stii- 
<lents’  own  tiira*.  For  example,  we 
might  charge  .‘^5  cents  a  page,  of 
which  25  cents  wmild  go  to  the  stu¬ 
dent  and  10  c(‘nt$  to  the  scIkkiI,  for 
ns(-  of  the  machine  and  for  paper. 

( T’he  amount  charged  depemled  on 
tin-  “customer’s”  haality.) 

(d)  Th<-  next  step  was  to  present 
(he  lads  to  the  students,  either  in 
the  classnaim  or  at  a  business  m«*et- 
mg.  To  illustrate:  I>-t  them  know 
that  you  will  la-  reteiving  work  from 
various  teachers  and  organi/.ations  and 
that  you  will  let  this  typing  out  as 
extra  work  for  which  they  will  la- 
paid.  (.et  a  list  of  thosi-  students  who 
would  like  to  do  .some  of  this  work. 
( I  was  always  careful  to  pass  out  the 
work  in  such  a  way  that  eseryone 
who  was  eligible  had  an  opportunity.) 

I  la-lieve  that  when  the  teachers 
and  students  are  pres<-nte«l  with  the 
fads  in  this  manner  they  know  ex- 
adly  where  you  stand  and  will  re- 
spr-ct  you  morr-. 

What  will  you  hase  accomplished? 
You  will  have  indicated; 

1.  Your  willingness  to  work  hand 
in  hand  with  faculty  memliers. 

2.  'f'he  business  ilepartment’s  read- 

( Cotitinueel  em  )Mge  3H  t 
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whiah  atra-kholilafa  anil  M>urlly  holda^a  nho  do  rxH 
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Al*tii>n  aiplrak  Marrh  34.  IBM  l 
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BUSINESS  EDUC.MION  WOKI.I) 


Test  Your  Tax  I.  Q. 

7/<i.»  quiz  ua.v  prefMtrvd  Ity  the  Arnrrican  Institute  of  Certified  Puhlir 
AcctHttitaut-H  in  co-of}eratiou  uitli  the  lutenuil  Revniue  Service.  Correi't 
answers  appear  at  the  Inittipni  of  the  jtafie. 

1.  You  have  iiivfstfd  in  st-veral  hliie-eliip  st(K-ks.  'I’lu*  dividends  received 
from  tliis  investment  are  exempt  up  to:  (a)  $50  if  eitfu'r  you  or  your  wife 
(husf)an(f)  owns  the  stcx-k;  (h)  $1(K)  if  the  stcx-k  is  hc'ld  jointly  hy  you  and 
your  vs  lie  (tmshand);  (c)  $1(K)  regardless  of  who  owns  the  stiK'k,  providcii 
you  file  a  joint  return  vsith  your  wife. 

2.  You  are  not  permitted  to  deduct  as  contrihutions  your  donations  to: 
(a)  charitable  s<K  i«*ties,  (h)  c'diicational  institutions,  (c)  jiolitical  parties. 


3.  laist  ()etolM*r,  your  car  skiddc'd  on  a  wet  road  and  ^ra/ed  a  t**le- 
phone  pole.  The  damage  was  not  csivered  hy  insurance,  and  it  cost  you 
$l(Ki  to  have  the  car  rc-pair«*d.  To  claim  a  casualty  d(‘duction:  (a)  you 
must  have  the  damage  rc-paired  within  days  of  the  accident;  (h)  you 
may  simply  deduct  the  amount  of  the*  repair  hill;  (c)  you  must  prove  that 
you  w»*re  usinK  the  car  in  your  work  at  the  time  of  the  acxMdent. 

4.  While  playiiiK  hide-and-seek  in  your  backyard,  the  iieiKhlMir’s  children 
trampl<‘d  and  killed  s<‘v<>ral  of  your  more  exix-nsive  hushes.  The  c*ost  of 
replacing  this  shruhlH*ry:  (a)  may  lx*  d«*ducted  if  it  d«M*s  not  exc-eed  the- 
oriKiiial  cost  of  the  hushes;  (h)  may  lx*  deducted  only  if  the  parents  of  the 
children  refuse*  to  pay  damage's;  (c)  may  not  lx*  deducted  under  any 
circumstances. 


5.  Last  year,  you  gave  your  church  a  small  piece  of  pnt|x*rty  for  which 
you  had  paid  $.5(M)  some  time  ago.  Its  value  at  the  time*  of  the  gift  was 
$I,5(K).  As  a  result;  (a)  you  may  claim  a  tax  deduction  of  $l,5(Kf;  (h)  you 
must  pay  a  capital-gains  tax  on  the  $i,(M)0  increase;  (c)  you  may  claim  a  tax 
deduction  of  $5(K). 


6.  After  you  have  fil«*d  y«)ur  |X'rsonal  1957  tax  return,  the  goveniment 
is  allowt'd  to  check  your  return  and  hill  you  for  additional  tax.  The  [X'ricxl 
of  time  in  which  this  may  lx*  done  ends:  (a)  on  the  day  you  file  your 
1958  rHiirn;  (h)  two  years  after  you  file  your  1957  return;  (c)  thr«*e  years 
from  the  <lue  date  of  your  1957  return. 


ANSWIRS 

1.  (a)  and  (/>)  are  fxKli  correi-t.  All 
tax|>ayers  are  eiilitle<i  to  a  $50  divid«*nd 
exemption.  A  Inivhand  and  wife  can 
coinfiine  their  exem|Xions  and  receive 
$|(K)  in  divideiMls  tax-fr<*<*,  provided 
tli<*  stixk  is  jointly  own<*<l.  TIm*  himg  of 
a  joint  return  will  not  cpialify  tlM*in  for 
this  doul)h*  exemption  if  tfu*  stm  k  is 
fu'ld  in  only  one  of  tfa-ir  names. 

2.  (c)  Y(mi  cannot  deduct  (ontrifiii- 
tions  to  an  organiAition  tliat  s|M*nds  a 
sidrstantial  part  of  its  time  loliftying  <»r 
distrilxjting  political  propagaiKla. 

3.  (h)  T)m*  IRS  Itas  nd<sd  tliat  "if 
th<*  repairs  do  notliioK  nwire  tlian  re¬ 
store  tlx*  propc'ity  to  its  ciNxlition  irn- 
nx*diately  lx*fore  tlx*  (asualty  aixl  do 
iK)t  add  to  (its)  value,  utility,  or  useful 
life,  such  re|)air  costs  may  lx*  usi-d  as 
a  nx*asure  of  the  value  of  tlx*  «lestroy»*d 
portion."  Where  y<xi  were  ttoiiiK  at  tlx* 
tinx*  of  the  ax'cident  <hx*s  ixX  aHect  tlx* 
d<*<luL'tihility  of  car  rlamaKes. 

4.  (c)  Darnaite  to  your  shnd»lx*ry 
caused  hy  chihlren,  rloRs,  or  errant 


lawn-mowers  is  tx>t  deductible.  If  your 
IxHix*  or  lawn  is  damageri  hy  fire, 
storm,  or  AimmI,  the  loss  not  covered  hy 
insurance  may  lx*  de<lu<ti*d.  Wlx*n 
large  amounts  are  involvf*<l,  it  is  wis<* 
to  have  an  ex|x*rt  ap|xaisal  made  im- 
nx-<liately  after  tlx*  casualty. 

5.  la)  Yixir  df*<luction  for  a  charita¬ 
ble  contribution  is  tlx*  value  of  tlx*  gift 
at  the  time  it  is  made.  Y(ni  are  ixit 
<'(Misidered  to  have  reali/i*4i  a  taxable 
gain  or  deriuctihle  loss  wlx*n  ymi  give 
pro|x*rty  away.  Ytxi  may  daiin  a  de¬ 
duction  for  tlx*  entire  $i,.500  so  long 
as  this  aiixMint  d(x*s  iu>t  exi'(*ed  20  ix*r 
cent  ( .‘30  |x*r  <ent  in  wnrx*  cas«*s )  of 
ycxir  ad|ustf*d  gross  iix-cmx*. 

0.  Ic)  In  tlx*  ahserx'e  of  fraud  «ir 
sidistantial  understatenx'iit  of  irx'mne, 
the  (x>vemrix*nt  has  thr**e  years  from 
the  «lue  dale  <if  yrxir  1957  r«*turn— in 
most  cas«*s,  A|>ril  15,  1958-  to  clx*<k 
yrxir  ri'tiim  aixl  hill  yrxi  for  additional 
tax.  Be  sure  to  save  all  clx-ck  stuirs 
and  ret.-eiptesi  hills  until  April  15,  PfOl, 
in  order  to  lx*  able  to  prove  yrxir  ife- 
clar(*<l  deductions. 


The  Interval  Timer 
with  the  EXTftAlOUD  Bell 
School  priced  at  only  $9.9S 


No  mor*  Umc-coniuminf  ‘'rrlskn"  l<x  lh« 
pctiplc  in  Itur  rru  of  Ihr  claM  with  Ihu  limrt 
Uua  mroni  fiuMnaM.'  PaUcl-grrm  rnamcird  metal 
nnith  i>i»tin<.i  blaik  numrialt  anti  hamla  iHi 
Mlvcred  dial  Uh  tbatp  visibility  Kour  Imbra  tllgb 
on  a  four  iiKh  baac.  Ifii*  line  imporl  should  hr 
ktaixlard  rttuipmrni  in  rvriy  well  run  ilaaaroum 
IIM.  $12  UU  .Vhtml  prlir.  SUSS 


BUILD  PRODUCTIVE  SPEED  wiHi  tMi 

PRECISION  STOP  WATCH 


List  Pric*  121. 7S 
Our  Price  $14.«S 


Puah'buiton.  awccp-iacond 
atop  match.  rirctronlially 
limed  ftx  sc'iuracy  by  one  of 
Ihe  morld‘1  Iradlni  tlopmauh 
nutnufatlurert  I  txig  haiKf 
regtaten  ictortda.  amall  hand 
regiMera  minutea.  Ilaa  a  Hl- 
minule  cenicr  rriiairr.  arxl 
will  llriM  aecuralrly  any  Inirr- 
val  from  I 'S  of  a  ariond  lu 
M  minutea  Refularly  $21  TS, 
now  iHily  $14  9S  Itu  achoula 
and  Icacheral 


TYPEWRITER  DESIGNED  CHRISTMAS  CARDS 
IN  GLORIOUS  COLORS I 

IJnuaual!  IXaigrurd  by  lullua  Nclatm  Re  dlffererM 
thia  year  and  vetKl  your  frirnda  and  rrlattvea  thaac 
lypewrltrr-deaigned  carda  ten  tarda,  all  in  color 
with  matching  envehipea  (You  will  gel  two  trf 
each  uf  five  different  deaigrw  t  tfoarcl  in  a  patented, 
hinged  Iraruparent  plaalit  boa  that  may  be  uaed 
In  many  waya  <  arda  may  be  framed  when  they 
have  served  their  original  purpose  May  also  be 
uaed  lor  bullelln  board  display  $1  per  boa 
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BUSINESS  TEACHING  AIDS 

4006  Corlisla  Av«.,  Boltimerg  16,  M4. 

f lawae  aervd  flia  fallawhif: 

- CiMh  TInsera  «|  $9.tS 

- Nap  Watches  «  $14.fS 

......  Xmaa  Card  Raaaa  $1.00 

ttama 
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O  GREGG  BOOKS 

partial  list 

GENERAL  OFFKE  PRAGKE 

By  Archer,  Breaker,  and  Frakes 

A  new  book  desif  ned  to  meet  the  need  of 
non'Secretarial  students  for  office  practice 
material.  Trains  students  in  common  office 
skills  not  usually  taught  in  other  courses. 
Gives  refresher  training  where  needed. 
Encourages  development  of  personal 
qualities  and  traits  required  for  success 
in  a  business  office.  Supporting  materials 
include  Workbook,  Teacher’s  Manual  and 
Key,  Tests. 


BOOKKEEPING  AND  ACCOUNTING 
SIMPLIFIED 

FIRST-YEAR  COURSE,  SECOND  EDITION 

BOOKKEEPING  AND  ACCOUNTING 
SIMPLIFIED 

ADVANCED  COURSE 

By  F reeman,  Hanna,  and  Kahn 

A  new  edition  of  the  popular  first-year 
text,  and  a  completely  new  second-year 
text.  Designed  to  make  bookkeeping 
easier  to  teach  and  easier  to  learn,  en¬ 
abling  students  to  reach  higher  achieve¬ 
ments  of  learning.  Supporting  materials 
include  Workbooks,  Practice  Sets,  Ob¬ 
jective  Tests,  Teacher’s  Manual  and  Key, 
Filmstrips. 


FOR  COLLEGES 

SECOND  EDITION.  Volume  I 

GREGG  SHORTHAND  SIMPLIFIED 
FOR  COLLEGES 

SECOND  EDITION,  Volume  II 

By  Leslie,  Zoubek,  and  Hosier 

Two  new  editions  with  greater  emphasis 
on  transcription  and  typographical  at¬ 
tractiveness.  Many  new  student  helps. 
Retains  the  sound  presentation  of  theory 
principles  and  maturity  of  connected 
practice  material  so  popular  with  the  first 
editions.  Supporting  materials  include 
Workbooks,  Student  Transcripts,  Teach¬ 
er’s  Handbooks,  Teacher’s  Key  to  the 
Workbooks. 


COMMUNICATIONS  HANDBOOK 
FOR  SECRETARIES: 

A  GUIDE  TO  EFFECTIVE  WRITING 
AND  SPEAKING 

By  Lucy  Sloan  Mayo 

A  one-volume  reference  and  instruction 
manual  for  secretaries  and  secretarial 
students.  Conversational  style.  Includes 
models,  methods,  and  specific  techniques 
for  all  types  of  business  communications 
.  .  .  with  a  secretarial  point  of  view.  Sup¬ 
porting  materials  include  a  Workbook, 
and  Teacher’s  Manual  and  Key. 
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COLLEGE  SECRHARIAL  PROCEDURES 

SECOND  EDITION 

By  Place  and  Hicks 

An  extensive  revision  of  the  popular, 
high-level  first  edition.  Gives  the  student 
broad  and  specific  information  on  the 
major  secretarial  tasks.  An  up-to-date, 
sophisticated,  professional  approach.  Sup¬ 
porting  materials  include  a  Workbook, 
Tests,  Teacher’s  Manual,  Filmstrips. 

:  ^  ^ — r-Z-T — jr  t  ^ 
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BUSINESS  MATHEMATICS, 
PRINCIPLES  AND  PRACTICE, 
COMPLETE 

FIFTH  EDITION 

By  Rosenberg  and  Lewis 

The  new  fifth  edition  is  a  complete  revis¬ 
ion  of  the  successful  text  in  business 
mathematics  designed  especially  for  the 
one-year  high  school  course.  A  practical 
approach  with  more  than  KOOU  exercises 
and  problems.  Supporting  materials  in¬ 
clude  Workbook,  Solutions  Manual,  Tests. 


CONSUMER  ECONOMKS 
-PRINCIPLES  AND  PROBLEMS 

SECOND  EDITION 

By  Wilhelms  and  Heimerl 

A  modern,  interesting  new  edition  based 
on  the  Consumer  Education  Study  spon¬ 
sored  by  the  National  Association  of  Sec¬ 
ondary  School  Principals.  New  and 
expanded  topics.  Extensive  program  of 
student  activities.  Designed  for  courses  in 
consumer  economics,  consumer  informa¬ 
tion,  and  consumer  education.  Supporting 
materials  include  a  Workbook,  Teacher’s 
Manual  and  Key,  Text-film. 


GREGG  TYPING 

SECOND  EDITION 

By  Rowe  and  Lloyd 

New  edition  that  stresses  accuracy,  pro¬ 
duction  rates,  and  operating  techniques. 
More  full-sized  models  than  have  ever  be¬ 
fore  appeared  in  a  typing  text.  Color 
throughout.  Available  in  first-year,  sec¬ 
ond-year,  and  two-year  volumes,  with  a 
complete  solutions  manual,  and  correlated 
Workbooks,  Teaching  Tapes,  Filmstrips, 
and  Posters. 


BUSINESS  PRINCIPLES, 
ORGANIZATION,  AND 
MANAGEMENT 

By  Tonne,  Simon,  and  McGill 

A  new  text  for  elementary  courses  in 
principles,  management,  and  organiza¬ 
tion.  An  interesting,  well  integrated  ap¬ 
proach  with  emphasis  on  human  relations. 
Generous  end-of-chapter  activities  fea¬ 
ture  case  problems.  Supporting  material 
includes  a  Teacher’s  Manual. 


PUBLISHING  DIVISION 

i 

\  McGraw-Hill  Book  Company,  Inc. 

Niw  rout  •  CMiCACO 
SAN  riANCIKO  •  OAUAS  . 

lONOON  •  TOIONTO 


DECE.MBER.  1957 


In  the  time  it  takes  to  smoke  a  cigarette . . . 

Let  us  show  you  the  world’s  finest  office  typewriter 

with  the  world’s  finest  features! 


Miu/e  for  typiits  hy  typewriter  experts,  the  Smith-Corona  Eighty-Eij^ht  reflects 
fully  the  6)  years  of  experience  which  have  gone  into  its  development.  Call 
your  l(x:al  Smith-Corona  representative  for  a  short,  dramatic  demonstration. 


jrov  1^  MTor  oontroli 
J*U  MMd  MTor  QOAtrol. 


Clean,  sleek  and  modern, 
(auliletf  in  perlurmanie. 
I'^h  and  every  diuimtive 
Smith  Cumna  leaiurebrinKt 
you  the  />w«il  correipon- 
detue  . .  .  laMer  and  easier. 


Smith-Corona’s  exclusive 
Paxe  Cage  tells  you  at  a 
glance  exactly  how  far  you 
are  from  the  bottom  of 
your  typed  page  Saves  you 
money  and  saves  you  time. 


Half  Spacing,  the  easiest, 
simplest  method  of  error 
control,  permits  the  addi- 
ti.iii  or  deletion  of  a  lener 
in  a  word,  and  eliminates 
the  need  for  total  re-typing. 


Liveliest  touch  on  the  mar¬ 
ket,  Smith-Corona's  exclu¬ 
sive  Respunse-O  Matic  Ac¬ 
tion  can  accommcxlate  the 
needs  of  sny  typist.  Result: 
faster,  easier,  tireless  typing. 


SMITH-CORONA  88 
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KENNETH  P.  MORSE 

E»<’  utive  Vi' e  Hfc .uk'f't  and 

The  Statwlifd  Regi'.ti-r  ('ompjny,  OdylDn,  Oito 


Noik:  The  atdhorH  firm,  Tlie  Slatulard  Register  Corn- 
jHiny,  is  closely  ussocuiterl  uith  automat ii>n.  The  company 
is  primarily  a  clesifiner  atul  producer  of  husiuess-rtuichine 
forms,  forms-feediufi  erpiiprm-ut,  and  other  auxiliary  de¬ 
vices;  hut  it  also  analyzes  the  ofH’rations  of  firms  consider- 
inn  the  installation  of  automatic  office  processes  and  uorks 
mtt  systems  tailored  to  their  needs. 

IN  AN  IN(;HKASINC;IA'  KLFXTHONIC:  VVOHLI).  om- 
of  tli(‘  keys  to  «-ff(‘c-tiv(‘  hiisiiit'ss  (‘(hicution  is  con- 
tuincil  ill  u  siiiKlc,  st'ciniiiKly  iniiior  fact:  There  are  more 
lead  p4*iicil.s  Ikmiik  made  tixlay  tfian  ever  In-fore. 

This  is  not  intended  as  a  joke.  Nor  is  it  meant  in  any 
way  to  detract  from  tfie  overwhelming  In-nefits.  that  man¬ 
agement  most  learn  to  derive  from  eh'ctronic  <ievkfs  if 
a  husint'ss  is  to  survive  under  highly  comp<‘titive  con¬ 
ditions.  The  continiiin({  popularity  of  the  lead  p4*ncil  d(N*s, 
however,  accfiituate  one  of  the  basic  educational  n<*4‘ds 
created  hy  the  veritahle  revolution  in  offkt*  techniques 
that  is  now  ran((in){  throiiKhont  the  hnsiness  world. 

It  is  true  that  the  electronic  “brains”  are  making  cal¬ 
culations  that  have  never  In-en  made  Indore;  hot  the 
simple  fact  is  that  there  is  nothing  any  of  these  “mon¬ 
sters”  can  do  that  cannot  In-  fi}{iire<i  with  p<‘ncil  and 
pa|)er.  The  stiimhliiif'  hlink  has  economic,  not  in- 

tellectnal-that  is,  we  have  known  for  some  time  htne 
to  fiKiire  the  problems  that  are  now  ImoiiK  pot  to  the 
computers,  hot  we  have  not  lieen  able  to  afford  to  fin- 
lire  them  In-cause  of  tin*  time  and  c-ost  involverl.  Now 
the  computers  have  ^iven  us  the  capacity  to  devastate 


mountains  of  previously  imin-netrahle  statistics,  but  the 
basic  pr<n-esses  by  which  the  work  is  done  are  really 
no  different  from  time-tested  |n'ncil-and-pain-r  methtMls. 

For  the  business  eihicator,  the  sin-cial  meanin(t  of  this 
situation  is:  The  basics  of  business  knowledKe,  far  from 
ln‘in({  brid}{ed  by  the  new  devices,  are  more  important 
tialay  than  i*ver. 

(.'omputers  an<l  their  kindred  machines  are  new  enouith 
so  that  most  people— including  most  husinessim-n  still 
l«N)k  at  them  in  terms  of  their  complexities.  Actually, 
their  end  result  will  Im-  to  simplify  business  rather  than 
make  it  more  complex. 

FiMik  at  it  this  way:  Years  aKo,  business  or({ani/iitions 
were  small  enough  so  that  the  owner  or  manav;er  could 
survey  and  evaluate  his  entire  o]n-ration  personally.  As 
business  K>^<‘w,  inventories  that  had  formerly  In-cii  main¬ 
tained  at  a  sin^lr-  lor-ation  spread  to  hundreds  of  ware- 
hoiisr-s  and  increasr-d  in  value  to  millions  of  dollars.  'I  he 
situation  was  similar,  of  courM-,  in  the  inaniifactiirinK  and 
sales  ends  rrf  a  business.  The  basic  problem  in  manatte- 
ment  i-ontrol,  then,  was  one  of  bulk.  ()|M’rations  ((rew  to 
the  |)oint  where  it  tiMik  t(K)  much  time  and  money  for 
busiiK-ss  to  take  stiK-k  of  its  assr-ts  and  co-ordinate  its 
activities. 

Now  electronic  devic**s  have  ((iven  biisinr-ss  thr* 
fi;{ure-work  capacity  to  hriritte  increased  ti/es  and  dis- 
taiK-(‘s.  Tialay,  for  example,  a  computer  itroup  in  the 
(diica)to  offices  of  a  national  appliance  manufacturer  can 
keep  item-for-itern  inventory  counts  on  almost  100  .sep¬ 
arate  warehouses  scattr-rerl  across  the  country.  Tlie  rnan- 
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of  ifu*  (-otnpaiiy  fias,  i'v<'r>  tiioiilli,  a  coin* 

lor  itn  own  poKloctk  and  for  il»  indiistr>, 
Hali*<i  total*)  in  cacfi  of  tin*  inorf  than  3,(KH)  coiintif'ii  in  the 
f-onntry.  On  th<*  hakik  of  thoM*  tolaU,  management  doe*) 
a  mor<*  aeenrat)*  jol>  of  workloadin^  its  half*do/4'n  fae> 
tones 

fn  trunk  of  elerieal  work,  the  |M'«iple  handling  thesr* 
r<-(M)rlk  are  doin^  a  ty|M‘  of  W'ork  that  is  different  from 
what  the  avera^e  offiee  employee  is  iiM'd  to,  and  more 
interest in(^.  'I’he  day  is  eomin|{  when  all  fjffitt*  workers 
will  find  their  work  pres«*ntin({  more  interest  and  a 
greater  ehalleiiKe. 

'the  new  depth  in  offiee  work  typified  hy  this  com¬ 
pany's  o|>eration  is  attrihntahle  largely  to  the  ability  of 
niiMlern  eipiipment  to  eo|M'  with  the  si/e  of  iiKKlern  hns- 
iness.  Integrated  Data  I'rtNi'ssinK  hrin({s  with  it  a  hroad- 
eniiiK  of  elerieal  s«.-o|H'.  'I'he  <hiller,  more  routine  duties 
of  ( lerieal  johs  are  done  hy  maehines,  leaviiiK  |M*ople 
free  foi  work  that  calls  for  thinking  and  llndl'rstandin^. 

When  a  company  Kets  an  order  from  a  reKiilar  ens- 
toiner,  for  example,  it  is  in  many  cas4‘s  no  Ioniser  im‘c- 
essary  for  a  clerk  to  ty|M-  or  punch  information  that  is 
re|M-at«‘d  many  times  on  her  company’s  records.  It  can 
Im*  imprinted  on  ta|H‘s  or  carils  and  entered  into  tla- 
data-pnaessiiiK  cycle,  after  which  it  ne<-<l  never  attain 
Im*  routinely  re|Misted  or  retyped.  Under  these  conditions, 
the  knowl<-d){e  and  inti'rests  of  the  avera({e  officr*  worker 
automatically  extends  Ix'vond  the  en<i  of  her  tyiM-writer. 

Uor  example,  take  the  casi*  of  a  uiil  in  the  hilling 
de|)artinent  of  a  l.o){e  manufacturer.  \  f«‘W  years  a({o, 
her  joh  would  have  revolved  around  an  ini|M*rs«inal  rou¬ 
tine  of  "hliiid”  copyin)(  from  assoiteil  and  ini|M*rsonal  pap¬ 
ers.  'r«Mlay,  this  j**h  is  less  tedious  than  it  was,  iind 

is  often  more  inteiestin(4.  .\s  she  prepares  an  invoice, 
she  is  prohahly  workiiiK  with  materials  resiiltinu  directly 
from  an  original  d«Nument  lelety|>ed  from  a  sales  office 
hiiialreds  of  miles  away.  'I'he  inlorination  on  the  tapes 
or  canls  that  sht*  handles  has  prohahly  iM-en  aii^tmented 
hy  s«iiii<'oiM*  in  the  sales  department  alter  th«-  order  was 
recr*ive<l  from  the  li«*ld.  Six*  now  pr«K*essr*s  invoici’s  in 
collalMiratiou  with  ^iils  in  other  depaitmeiits  with  whom 
six*  had  never  roiiie  in  workin^t  contact  lN*fore;  and  the 
invoices  uie  more  accurate  than  they  coulti  {xissihly  have 
lN*4‘n  previoii.sly.  In  most  cast's,  they  are  i.ssix'd  days,  or 
even  weeks,  s<MMier  than  they  used  to  Im*,  thus  itnprov- 
inu  her  conipaiiy's  capital  p«>sition. 

'this  ({ill  must  now  have  an  understaudiuu  of  the  le- 
lationships  and  w«>rkin({  pnKfssr's  of  several  departineiits 
of  her  company  -  a  broader  coix-ept  of  what  business  is. 
She  cun  now  sr-e  pa|M*r  work  in  ){eix*ral,  and  her  own 
pa|M*r  work  in  particular,  as  a  means  to  an  important 
end,  rather  than  as  a  ina/e  of  red  ta|)e. 

It  is  the  challen}{e  of  erlucators  t«>  ({ive  her  the  hack- 
l^rouiid  from  which  this  iindeistandiiiK  will  stem. 

business  electnmics  will  mean  that  clerical  employees 
will  find  their  work  o|M-ninK  up  (greater  op|Mirtunities  and 
ieii<iin>{  to  Ki^****l*‘r  statiiie,  lor  one  of  the  ri‘(|uirements 
of  Inte^iated  Data  I’rtMvssinK  is  a  hiKlx'r  pro|)ortion  of 
su|M‘ivisory  |M*rsonix*l  than  is  ctirrently  to  Im*  found  in 
most  husinesses.  For  that  matter,  su|M*rvisory  iH>sitions  as 


such  will  iiM-rease  in  stature,  'fix*  future  offic**  executive 
will  handle  his  j*ih  tlx*  way  a  factory  enniiM*<*r  <I<m*s  tiniav, 
iM'caiiM*  the  time  has  come  when  the  value  of  the  office 
madiine  can  Im*  accurately  iix*asure<l  in  terms  of  its  pro- 
dixlion.  The  “pa|M*r-work  draJi”  on  business  will  Im* 
watched  more  clos«*ly,  and  husinessiix*u  will  measiin* 
mor«*  car<*fully  money  lost  in  non|)r«Kluctive  outlets,  'fix* 
im|M>rtaiK'e  of  the  office  executive  will  automatically  in- 
creas<*. 

\techani/.iition  will,  paradoxically,  maki*  •»ffic*e  p<*opl»* 
h*ss  like  machines.  Just  as  tlx*  machines  will  simplify  the 
problem  of  manai(in((  lar^e  husines.ses,  .so  will  they  l•*ad 
to  a  deinatxl  for  iix-reased  jixlKin«*ut  and  iixire  basic 
knowledK**  on  tlx*  part  of  their  o|M*rators.  This  brings  us 
hack  to  the  analogy  of  the  place  of  the  lead  ]M*ncil  iu 


Iiitet(rale<l  Data  I'nM-essintt  has  Im*(*ii 
res|Mtiisihle  for  \oiim*  tiefiiiile  changes  in 
everyday  hiisiiu-ss  laiiKiiaKe.  For  iinine- 
diate  reference,  onr  s|M*cialists  in  11)1' 
applications  at  'fix*  StaiKlard  Heijister 
(axiipany  liavir  conipili*<l  this  list  of  the 
more  i'oininon  terms. 

A(.'(.'K.S.S  TINtK.  'Ilx*  l(*n)'tli  of  finx* 
retpiiri**!  to  find  information  in  a  d<*- 
vice’s  memory. 

BI.NAItY.  'fix*  ty|M*  of  arithnx*ti(  sys- 
t(*jn  iiMsi  in  «*lectr((nic  computers.  In- 
st<*a<i  of  Ilx*  IO-plac<*  d<*cimai  syst(*ni 
(*oinmonly  used,  binary  arithnx*tic  is 
l>as<*<l  on  two  <iiKits,  0  and  I.  I'his  muki*s 
it  adaptable  for  pr(M’i*ssinK  in  electrical 
<*(|nipmenl.  When  a  switch  is  off,  the 
nnmlN*r  is  <1,  whi*n  it  is  o|M*n,  it  is  1. 
In  this  way,  four  circuits,  r«*pri*s4*ntin)( 
values  of  I,  2,  4,  and  8,  are  able  to 
indicate  any  de<  imal  fi^nr**,  since  <'om- 
hinations  of  tlx*si*  values  i'ov«*r  »*very 
(Missihility.  Tims,  four  circuits,  rather 
than  ten,  lan  cov«*r  a  <leeimal  pl.xe. 
'I'his  niaki*s  it  |>ossihh*  for  compiit«*rs  to 
Im*  h-ss  than  half  the  si/.e  that  would 
Im*  r«‘(piired  if  tlx*y  w«*r«*  s«*t  up  nixler 
tlx*  dc*(  imal  system. 

CAKD-TO  TAPK.  C  amversion  of  infor¬ 
mation  from  pnnt  hed  canls  into  inax- 
n«*ti(  t.i|M‘s  for  priMessiiiK  on  larK«*-st.'ale 
computers,  or  into  pnix  h«*d  ta|M*s  for 
win*  transmission  on  Teh*t>  |M*  <*<|nipnx*nt. 

C.'IIKC'K  HIT.  .A  checking  systi*m  ns«‘d 
to  vi*rdy  the  nx*chani(al  accuracy  of  a 
d.ita-inpnt  devit»*.  ,For  example,  )»n 
e(piipnM*nt  priMlix  iiiK  seven-  or  ei((ht- 
channi*l  t.i|M-s,  oix*  <  hannel  is  assi)(iM*d 
a  monitoring  fnix  tion  to  eliininati*  tlx* 
|M*ssihility  of  iiM-chanital  malfriiiction. 

COMMON  I.ANCl'ACiK.  A  nxans  of 
ctMliiiK  information  so  that  it  tan  Im*  ile- 
ciplx*retl  hy  a  nnmlx-r  of  dif{en*nt  hiisi- 
ix*ss  inachiix*s  in  a  sinxh*  data-pna-ess- 
iiiK  cytle.  Kxample;  .A  |M*rforateti  ta|M* 
priMlixetl  for  transmission  of  ordi*rs  via 
l«*letyiM*w  riter  can  alsti  Im*  ns«*tl  on  a 
ta|N*-lo-<  aril  mat  hiix*  to  pnaince  piiix  hetl 
tanis  nsetl  in  atiDiints  reii*ivahle,  sales 
analysis,  inxentory  control,  etc.  Caniimon- 
lanunaKe  metiMMis  inihide  five-,  six-, 
seven-,  uimI  eiuht-chaniM*l  pniK'hetl  tajM's, 
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ttnlay’s  eUttroiiic  world.  Thr  1*m(I  pencil  is  as  basic  as 
>(>ii  can  ^ct  in  the  field  of  hnsiness  systems  and  etpiip- 
inent.  it  has  proved  true  that  the  more  wi‘  advance  in 
office  inechaniAition.  the  Kreater  is  onr  iicimI  for  this 
basic  tool.  Similarly,  amon^  ns  office  (M'ople,  the  more 
we  mcchani/e,  the  nr<*ater  will  Im*  onr  need  to  com¬ 
municate  with  each  other.  And  a  thorough  knowledge 
of  hnsiness  limdam<*ntals  is  onr  Ix-st  basis  for  badly 
iK'eded  commimications. 

\  thong'll  t'xtreme,  example  of  the  const ‘tjiiences 

of  the  lack  of  a  basis  of  commimication  cK'cnrred  not 
lon({  .1^0  at  a  conference  for  h'adin^  hnsinessnien  and 
el«‘ctronic-compnt(‘r  s|H'cialists.  For  more  than  hall  an 
hour,  a  hnsiiK'ss  (‘xecnlise  outlined  in  ^rcal  detail  a 
major  problem  facing  his  firm,  in  the  ho|M‘  that  mem- 


Irers  of  the  mixed  group  might  offer  suggestions  leading 
to  a  solution,  .\fter  he  was  finished  s|M‘aking,  one  of 
the  top  eleitronic  scientists  asked  to  Im-  recogni/,e»l.  The 
hiisinessman  turned  to  him  hojM-fnIly.  T  he  sr-ientist  s 
1 1  nest  ion  was: 

“What  is  a  debit?” 

(.Tcarly,  the  ahseni-e  of  hnsiness  htisics  h.id  stiKnl  in 
the  way  of  a  met-ting  of  minds  that  might  well  h.ive 
led  to  a  solution  of  th<-  problem. 

The  ch-ar  indication  of  th«-  reipiiiements  of  the  office 
of  tin-  future  is  that  the  heavy  accent  in  business  edu¬ 
cation  should  Im*  on  basics.  With  this  as  a  starting  |M»fnt, 
a  gradiiatt-  of  a  hnsiness  course-  will  find  that  le:irning 
any  job  will  Im-  largely  a  matter  of  lM*coming  familial 
vsitli  nonu-nclatnre  and  im-chanics. 


iiiagnetk  tu|M-s,  piirM'li«*d  cards  <  r<-ated 
as  a  hy-pr<Hiiict  of  form  writing,  and 
Stanoiiiatii  (c-lectrically  se-nsitive)  dots 
on  original  d(M'iiments. 

(ONTKOI.  CODKS.  I'niu  lie.l,  mag¬ 
netic,  or  otlier  ccnles  intriNliiced  to  ac¬ 
tivate  or  diri*ct  data-priK-essing  ecpiip- 
ment.  For  <-xamplt-,  a  T'<-lc-ty|M-  o|M-rator 
may  Im-  asked  to  strike-  gi\<-n  keys  that 
have-  notliing  dirc-ctly  to  do  witli  tlic- 
form  she-  is  writing.  lncor|M)rati-d  in  the 
ta|M*,  liowev«-r,  tlu-y  may  sc-r\«-  to  ai  ti- 
satc-  a  ki-y-pimc  li  niacliine  tlial  aiito- 
matically  creatc-s  piiiiclied  cards.  In 
pime  lied-carcl  accounting,  “\-pnni  liing" 
is  a  common  tc-rm  for  c-ontrol  cikI<-s  that 
Hag  cards  for  seh-i  tion  in  s|m-c  ific  prcK-- 
essing  groups. 

INFl’1'.  The*  ine-ans  hy  whicli  elata 
are-  intreMliice-d  into  a  sysle-m -e  ithe-r  hy 
elire-ct  ke-ylKiard,  pnntlie-d  carets,  or  ta{M-. 

i\tk(;hatki)  data  i*iuk;i;ssin(;. 

.A  preM-e-eliire-  in  wliic-li  the-  |M-rforming  e>f 
erne-  cle-rie-al  e)|M-ratiein  cre-ate-s  a  me-eliiim 
hy  wliic  li  sncce-cHling  ste-ps  involving  the- 
sanie-  data  are-  |M-rforme-el  automatically. 
ITiele-r  11)1’,  re-|M'titive-  inform.ition  ceim- 
mem  to  fre-epie-ntly  initiate-el  pape-r  work 
is  ke-pt  in  maste-r  files  for  antomatie 
e-ntry  intei  tin-  clata-preMe-ssing  cycle-.  Tin- 
ohje-c't  e)f  11)1’  is  a  high  cle-gre-e-  eif  aiitei- 
mation  at  peiints  whe-re*  c  le-rie  al  e-rreirs 
most  eifte-n  iKciir— in  re-|M-titive-  e-ntrie-s 
'  eir  transcriptions  whe-re  the-  rate-  eif  liore*- 
eleim  is  gre-afe-st. 

I,(K;I(:AI.  CTIOICK.  Tlie-  aetivatiem 
eif  a  machine-  hy  elata  th.it  it  dev  e-lops 
its«-|f.  For  e-xample-,  in  priNe-ssing  a  pay¬ 
roll,  a  compiite-r  eh-ve-leips  e-ae  h  e-mploy- 
e-e-’s  ye-ar-to-elate-  e-arniiigs.  TTiis  figure-  is 
ihe-n  esimpare-el  with  the-  figure- 

■it  which  de-ehtetions  for  |-'e-elcral  eilel-age- 
lie-lM-fits  cease-.  The-  ceimpnte-r  the-n  make-s 
the-  leigie  al  c  hoice-  of  ele-ehie  ling  the- 
pro|M-r  amounts  whe  re-  applie  able-  eir 
(lassing  tlie-  acceiiint  throiigli  witfioiil  eli-- 
eliiclieins. 

MAC;NF.TI(;  TAI’K.  a  re-osahh-  tape, 
easily  c  hange-d  or  c  rirre-e  te-d,  ih.it  is  iisc-el 
for  steirage  eif  d.-ita  cir  input  anel  ont[iiit 
with  e-le-etronic  ceimpoli-rs.  Inform.ition 
on  the-  la|>e-  is  ccMle-el  in  nine  h  the-  same- 


maniH-r  as  w  ith  pnne  he  el  pa|M-r  laiM-s, 
e-xce-pl  that  niagne-lie-  elols  (whieh  c-an 
Im-  inele-finite-lv  alte-re-el)  re-plac-e*  the-  lieile-s. 
MASTF.H  CARDS  eir  TAFF.S.  . . - 

mem  me-lhiMis  for  storing  re-|M-atf-elly  nse-el 
infeirmation  sei  th.it  it  eaii  Im-  e-nle-re-el 
into  p.i|M-r-work  priMi-ssing  cycle-s  with¬ 
out  manual  i  le-rie  al  effort.  The-  nieisl 
c-'immon  applie  atieins  are-  the*  storing  eif 
ciistonie-r-de-sign.ition  or  preMhut-eli-scrip- 
tioii  information  for  use-  in  the*  writing 
eif  orele-rs  eir  lulls.  These-  maste-r  me-elia 
re-eince-  the-  ch.mi  e-s  of  e-rror  to  the-  se-lrc- 
tieiii  eif  the-  right  cards  or  tapes.  If  the- 
sele-ction  is  right,  nie-c  hanii  al  dnplie  atiein 
assnre-s  ae  e-iir.ic-y. 

MF.MDHY.  MethiMl  for  storing  d.it.i 
nse-d  in  an  11)1’  syste-ni.  The-ie-  are-  six 
me-lhiKls  in  e  iinimon  use-,  providing  vary¬ 
ing  capac  ities  anel  ae  e  e-ss  tiini-s:  (I) 
.Magne-tic-  ta|M--high  e  ap.ii  ity,  long  ac- 
ce-ss  time;  (2)  Magnetic-  c-ore-s-low 
capac-itv,  sfiort  ae  e  e-ss  time-.  (’1)  Mag¬ 
netic  cirnm— high  capacity,  short  acie-ss 
timr,  (-1)  VIerc  iiry  de-lay  or  ae  einstic- 
de-lay  line-s  high  eaoaeity,  long  aeee-ss 
time-,  (.S)  Magne-tie-  discs  high  cap.ie  ity, 
short  aece-ss  time-  (d)  f !.ilheKle-r.iv  tniM-* 

low  cap.ie  ity,  short  ace  e-ss  time-.  Ce-n- 
e-rally  S|M-aking,  the-  faster  the-  aeee-ss  lei 
the  memory,  tin-  more-  the-  e'i|nipnie-nl 
will  ceist, 

Dl'TFl’T,  The-  ine-aiis  by  which  elat.i 
are-  ele-live-re-el  from  a  prcMe-ssing  syste-m  — 
e-ithe-r  onto  e  .irds  or  t.i|M-s  for  repreMlne-- 
tieiii  on  mac  hine-s  with  whie  h  the-y  are- 
inte-grate-d,  or  hy  elire-ct  re-ading  ine-theMls 
franging  from  tyiM-wrile  rs  to  high-spe-e-d 
prinle-rs  fnne  tioning  ,il  r.ite-s  of  'VKI  to 
I.OtMl  line-s  (M-r  minntei 

I’KtK.RAMMINf..  F.stahlishing  the  se- 
rie-s  of  instrnetions  ne-ce-ssarv  tei  ceintrol 
ami  elire-e  t  an  anteimatie  mac  hine  through 
the  various  steps  of  an  ei|M-raliein  Ttiis 
c.in  Im-  eloitf-  hy  wiring  phiglMi.irels. 
throwing  switc  lie-s,  or  cre-ating  e  eintrol 
ta|M-s  that  are-  assimilated  liv  ceimpnte-rs. 

Fr.VHF.D  FAI’FH  TAFK.  A  visible 
re-cord  that  is  nsii.dly  c  re-ate-d  as  an  aiito- 
rnatic-  hy-preMhiet  of  the  writing  of  a 
deMiime-nl  l‘,i|M'r  t.i|M's  .ire-  nsn.dly  de-s- 
ignale-d  fnrihe-r  by  the*  nninlM  r  eif  ehan- 


ne-ls  (rows  of  piiiic  he-d  holes)  in  llie-ir 
m.ike-iip.  At  pn-se-iil,  la|M-s  in  eommoii 
use-  i lie  hide*  five-,  six,  se-ve-n,  eir  i*ight 
ihaime-ls.  Wire  Ir.msmission  via  comnie-r- 
c  iai  e-epiipme-nt  ele-mands  a  fivi--i  haime-l 
l.i|M-.  Additional  e  hanne-ls  h.ivi-  Im-cii 
.iildi-d  for  e-e|nipme-nl  that  prov  ide-s 
nppe-r-  anel  lowe-r-case-  alph.ilM-tic-  listings 
and  lor  the-  ine  hisiein  of  sell -e  he-c  king  or 
ve-rifying  fe-alnn-s.  .Aside  from  the  nnm- 
la-r  eil  chaime-ls,  ihe-re-  are-  two  eithe-r 
de-signatloiis  for  pone  he-el  la|M-s:  "c  had” 
and  "e  hadless.”  Cli.iel  la|M-s  have  cle-anly 
punched  hole-x.  (ihadle-ss  t.i|M-s  elo  not 
have  the-  hole-s  pnne  he-el  all  the  way 
through,  inste-.iel,  the-  pnne  heel  (Mirtlons 
hang  as  t.ibs,  providing  a  s  irlace-  on 
which  the-  me-ss.ige-  e  .m  Im-  printe-d  as 
Well  ,is  inceir|Mii,ile-el  in  pnne  he-d  ceNle*. 

RANDOM  AC(  FSS.  The-  ability  to 
se-are  h  for  an  ite-m  in  a  ceimpnte-r's 
me-mory  out  of  se-e|ne-ne  e-.  W  ith  ta|M-x, 
for  e-xample,  the-  se-.irch  is  in  eirde-r  of 
the-  steirage-  of  information.  On  drums 
.mil  discs,  howevi-r,  the-  inform.ition  can 
Im-  drawn  eliri-etly  withrmt  .m  ele-e  tronic 
se-.irch.  Random  .ice  e-ss  is,  of  conrse,  a 
nine  h  f.iste-r  inetheMl  of  delivering  data. 

RFDl'NDAM  CHF.Ck.  A  ilie-eking 
system  nse-d  to  verify  the  ini-e  hanii  al 
accuracy  of  a  d.ita-inpnt  di-viei-.  For 
example-,  on  i-e|nipmi-nt  priHlncing  seven- 
or  e-ight-e  haime-l  ta|N-s,  one*  i  hanne-l  is 
assigiH-d  a  monitoring  fnne  tion  in  orele-r 
to  eliminate-  tla-  |Missibility  of  mi-cfiani 
I  ,d  inalfnnctiiin. 

SI.AVK  MACTIINK,.  A  se-eemdary  de¬ 
vil  i-,  linke-d  in  t,nidi-ni  with  a  niasle-r 
unit  and  ae  tivate-d  by  it.  For  e-x.imple-, 
.1  tyiM-write-r  in  the-  billing  e|e-p,irtme-nt 
in.iy  Im-  nse-d  tei  cre.ite-  iiivoice-s  whih- 
.1  slave-  unit  in  the-  shipping  ele-p.irtnient 
is  writing  bills  of  l.nling. 

T  AFK-Tt)-C,',ARD.  T  he-  antom.itii  tr.ins- 
fe  r  eif  information  from  pnne  he-d  eir 
magiM-tic  t.i|M-s  to  pnne  lie-d  cards  TTie 
most  eommon  applie  atioii  at  pre-se-nt  is 
lor  the  tr.mspiisition  of  mform.ition, 
pnne  he -el  Into  ta|M-s  in  the  leinrse-  of  e  re- 
.itmg  a  etcM  nme-nt  on  a  te-lety|M-writer 
or  t.ifM--pnne  hing  ty|M-wiite  r,  into  e  ard« 
feir  furthe  r  ae  eoimting  prea  e-ssmg 
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A  business-mathematics  course 

that  teaches  only  mechanical  operations 

is  not  fulfilling  its  real  function 


Let’s  Stress 

ALTERNATIVES 

ALTERNATIVES 

ALTERNATIVES 

in  Business  Math 


HARRY  L  E  W  I  S  East  Side  High  5<'h<x)l,  Newark,  N  ) 


MH,  HKiKI.OW  lMtrruwr«l  |r»(X>  it  ptMsjhh*  (hat  tJa*  charge  on  tin*  inaii 

for  HO  (layn  al  a  (t  |>rr  rrnl  iniKiit  cxt-t’rd  tlx*  a(tvanta^(‘  tliat  Ik* 

(liiM'inint  raft*.  V\’lial  iharK*'  (ii<t  Ik*  would  Kain  l>y  paying  off  the  dt*l>t 

liavi*  to  pay  for  this  loan?"  iinnK*diat(*ly?  If  this  w<*rt*  s<»,  tlK*n 

Ah.  if  it  w(*r<*  only  trot*  that  Hnsi-  why  iMirrow  thr  inoiK'y? 
nrssnian  Bigflow’s  prohlcnis  wrrt*  as  Shouldn’t  our  stiidrnts  <K'c-asionally 

nni-oinpliiatod  as  this  oik*  math*  tlK*in  Im*  pr(*s«*nt<*<l  with  prohlrins  that  in- 

out  to  Im*!  No  weighing  of  altrrna-  volvi*  a  s«*lt*ftion  among  alt<*niativ«*s? 

tiv(*s,  no  rxploiation  of  tin*  reasons  A  more  rralistk*  way  of  wording  tin* 

why  Mr.  Higrlow  iK*(*d(*d  tin*  loan.  saint*  prohlnn  would  Im*.  "Mr.  Higt*- 

Antl  yi*t,  this  rxainpit*  is  typiral  <»f  low  ri*ti*ivt*d  an  invoict*  for  $5(K) 

tht*  (tiiintirss  prohlrins  with  whifh  wt*  tiatrd  January  17,  1957,  with  terms 

tlaiiy  t-onfront  oiir  students  in  hnsi-  2  10,  n/90.  lie  did  not  have  the  $5(M) 

ness  inatlK*inatit's-prohleins  eon-  availahle  to  pay  the  <li*ht  immediately, 

t*t*iiK*<l  only  with  iht*  final  stage  in  the  lint  he  knew  that  he  would  In*  ahle 

thinking  of  any  hnsiiK*ssman  worthy  to  iNirrow  the  money  at  his  hank  at 

of  the  name.  'I'liey  elieit  purely  me-  a  diseonnt  rate  of  fi  iM*r  it*nt.  Would 

ehanieal  res|Kimu*s  that  give  praetiei*  it  Im*  advisiihle  for  him  to  obtain  a 

in  the  fundamental  o|N‘rations,  hut  no  loan?**  Prohlems  siieh  as  this  remove 

understanding  of  how  divisions  in  the  meehanies  from  hnsiness  mathe- 

hiisiness  are  frt'ipiently  made.  maties  and  return  the  applieation  of 

One  might  ask  what  prompted  Mr.  the  fundamental  o|K*rations  to  their 

Bigelow  to  Imiitow  the  money.  If  he  proiK*r  funetion-as  a  means  to  an 

wanted  it  in  order  to  take  advantage  eiiil  rather  than  as  an  end  in  tlK*m- 

ol  a  eash  disrount  on  an  invoii*i*,  is  selves.  I'he  student  not  only  learns 


to  think  in  terms  of  contrary  proposi¬ 
tions,  hut  Ix'gins  to  fix-us  the  hiisincss- 
rnan  in  his  true  pi*rspt*ctive— not  as 
a  ctimputatiorial  mechanism,  hut  as  a 
pf*rson  who,  after  weighing  alterna¬ 
tives,  selects  from  among  them  the 
OIK*  that  will  do  him  the  most  giMnl. 

Barely  do  we,  as  human  lM*ings, 
ciNiscioiisly  take  any  step  lx*fore  in- 
vi*stigating  s(*verul  coursi*s  of  action. 
The  mere  flicking  on  of  the  television 
switch  for  an  evening's  entertainment 
is  prohahly  preci*ded  hy  thoughts  of 
reading  the  evening  pap<*r,  or  p<*rhaps 
a  “giMKl”  IxKik— or,  most  inviting 
of  all,  finding  complete  ohiivion  on  the 
living-room  cimicIi!  Most  of  our  deci¬ 
sions  are  simply  reflections  of  our 
inilividual  values.  To  analy/x*  how 
such  decisions  are  arrived  at — in  hnsi¬ 
ness  as  well  as  in  iM*rsonal  life -is 
l)oth  lN*yond  the  scopi*  of  and  irrele¬ 
vant  to  the  context  of  this  article. 
Heaven  forhkl  that  we  should  teach 
students  to  disi'riminate  among  value 
standarris  in  order  to  r<*ac’fi  hu.siiK*ss 
divisions!  Kxt<*nuating  circumstanevs 
som<*times  lead  an  individual  to  select, 
not  the  cheap<*st  loan,  hut  the  one 
iiKist  suitt*d  to  his  unique  situation. 
Thus,  the  possibility  of  iMrrrowing  the 
$5(K)  from  one  of  his  children  at  ik) 
chargi*  at  all  may  have  (xviirred  to 
Mr.  Bigi*h)w;  hut  he  may  have  <lis- 
carileil  tin*  idi*a  imnM*<liat(*ly,  for  thi* 
very  thiiught  of  lM>rrowing  money  from 
a  relative  may  have  run  counter  to 
his  i-motitmal  lM*havior.  In  a  husiness- 
math  class,  how'evt*r,  this  is  not  our 
concern.  Individual  p<*culiarities  can¬ 
not  anti  should  not  Im*  treated  in  tht* 
classrcHKn.  What  studi’iits  should  real- 
i/4*  is  that  there  are  various  alti*rna- 
tivt*s,  anil  that  most  financial  pr«»hlems 
ilo  havi*  a  “lM*st”  answer  from  a 
jmrvltj  mom’tanj  t  ini' futirif. 

Kxploring  Mr.  Bigi*low*s  prohli*m 
furtlK*r  in  this  light,  we  might  ask 
w  hether  he  had  considered  iKirrow  ing 
the  S.5(N)  at  an  inten*st  rale  rather 
than  at  a  di.scouiil  rate.  Would  he, 
|X*rsonally,  have  gained  hy  such  a 
move?  Would  it  have  Imvii  advan¬ 
tageous  for  him  to  Ixxrow  the  money 
from  a  small-loan  agency,  which 
would  give  him  the  op|)ortunity  to  pay 
off  the  debt  in  monthly  installment.s? 
Or,  assuming  for  the  moment  that  he 
wantt'd  to  buy  a  car,  shouldn’t  he  0*011- 
sider  a  hank  aiitcMiiohile  loan?  Thesr* 
are  hut  a  few  of  tin*  cours«*s  of  action 
op<*n  for  Mr.  Bigelow  and  the  students 
to  insestigate. 

Stiid(*nts  should  not  In*  asked  to 
((’orttinuni  im  ftoKfi  4'2) 
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BUSINESS  EDUCATION  WOBLD 


Mi 


If  you've  fallen  victim  to  the  belief  that 
it  takes  a  carpenter  to  prepare  a  bulletin 
board,  let  this  teacher  set  you  straight 


AKE  you  une  of  the  muiiy  business  teucliers  who 
rculize  tfie  value  of  bulletin  Ixiards  but  are  reluetant 


f  \  realize  the  value  of  bulletin  Ixrards  but  are  reluetant 
to  attempt  construeting  one?  I’his  article  offers  you  con¬ 
crete  help  in  preparing  your  l)oards. 

A  well-balanc(‘<i,  colorful  bidletin  lioard  can: 

•  Improve  classroom  appr-arance  and  atmosphere. 

•  IteHect  the  teacher’s  {X'rsonality  and  philosophy. 

•  Serve  one  of  tlu-se  five  puriroses:  teaching,  motiva¬ 
tion,  public  relations  (linking  the  seh(K>l  and  the  com¬ 
munity),  display  of  students’  work,  and  guidance. 

Each  of  these  five  theiix's  is  represented  by  two  bulh'tin 
lioards  in  the  s<-ries  pictured  lu-re.  Materials  us«'d  are 
simple,  easy  to  collect,  and  very  inexpensive.  All  the 
displays  can  Ik*  prepared  by  the  students  themselves;  the 
teacher  need  act  only  in  an  advisory  capacity. 

If  you  don’t  have  a  bulletin  lx)ard,  it’s  easy  enough  to 
make  one  from  heavy  cardlxxird  or  corrugated  paper. 
Eight  of  th<‘  displays  in  this  seri<’s  w<*re  mounte<l  on  card- 
lx)ard  cut  from  mattress  lH)xes  and  covered  with  plain 
wallpaper.  (Wrapping  paper  will  also  serve  the  jMiriXjse,) 
You  can  get  a  three-dimensional  effect  by  backing  letters 


SUSIE  DEMENT, 

Montevdilo  (Aid  )  Ifigh  School 


or  objects  with  styrofoam  or  cork  or  )>y  using  straight  pins. 
(You’ll  have  to  keep  scissors,  cellophane  taix*,  pins,  and 
riihln'r  ct'inent  handy,  of  course.) 

Here  are  some  siiggt'sted  guides  for  construction  and 
evaluation  of  a  bullHin  lx)ard: 

•  Build  your  display  with  one  c'cntral  theme  in  mind. 

•  .Attract  attention  with  the  heading,  and  relate  it  to 
the  tlisplay.  Include  your  observer;  surprise  him  or  ask 
him  a  cpiestion. 

•  Use  pictures  sparingly;  work  with  actual  objects  and 
materials.  'Fry  for  variety  in  shap«'s  and  sizes. 

•  (.'ombine  colors  pleasingly  to  insure  attention. 

•  Balance  material  so  that  the  eye  travels  easily  from 
on(‘  object  to  another.  Avoid  crowding. 

•  (hve  credit  in  class  to  students  who  have  eonstrueted 
the  Ixiard.  Bast*  an  occasional  test  (|uestion  on  it. 

•  'Fake  the  lK)ard  down  iM’fore  it  "dies.*’ 


LVA^r— Materials:  Cai|)y  of  Today's  Secretary.  Shorthand  dictation  recsjrds.  Business 
letter  with  shorthand  written  lM*tween  the  lines.  C!onstruction  pajx'r  for  "Ratiio,"  “TV," 
“(llass,"  and  "?”  Colors:  “Do-It-Yourself’’  in  red;  remainder  of  heading  in  black.  I>urk 
green  construction  paper  to  back  objects;  red  construction  paper  to  connect  them. 
“Speed"  cut  from  re<l  paper  and  backed  with  strips  of  styrofoam.  HKJHT— .\frifer<a/«; 
(]onst ruction  pajx'r.  I.<‘ttc*rs  typed  on  letterheads.  Envelope.  Colors:  Traffic  light  cut 
from  black  construction  paper.  Bed,  yellow,  and  green  circles  for  lights;  yellow  rays. 
Heading:  black  letters.  Objects  backed  by  green,  numiM-rs  by  bl.ick  construction  pap4‘r. 
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LKI'I— A/ri/<’n/j/v.  Assoitrd  Hat  Ih»x«-s.  ( .lirisitii.is  wrapping  and  rildxin.  (  anllmaiti. 
Slyint'Min.  Siqwiior  slinrtliaiid  pajM-is.  ('.oUtrs:  llrd  foil  fnr  li(>adin('.  I’cppi-iniitii  caiKly 
or  white*  paper  roll<*d  and  sliipe  el  with  n'd  to  loiin  “(i,”  whicli  is  niounted  on  siVMtl 
made*  Iroin  tw<»  eaidhoard  file  h  s  cove-reel  with  nie*e*n  h>il  .eiiel  eeinne-e  te  el  with  a  strip 
ejf  styre)h)ain.  (he*en  aiiel  ie*el  h)il  hn  |)aek.ines,  with  ee)ntr.estin^  lihlHeiis.  HKdll'- 
Muterials:  Caensti  nc  tion  pape-r.  CaiellMtard.  Ileininin^  tape*  (or  rdilHin).  Snpe-rieir  typing; 
p.ipe*rs.  ('uittrs:  Hlae  k  le  tte*is  lor  he*aelin^.  lilat  k  eardlMiarel  lor  e  .ip.  White*  pa|)e*r  re»lle*el 
to  iortn  di|)le)ina.  I  le*tninin||'  tape*  in  se  hiNil  eeelors  tet  tie*  elipleima  anel  e  eanie-et  pape*ts. 
Oraiine*  ee)nstrtictie)n  pape*r  to  hack  typing  pape*rs. 


YOUR  LETTER  IS  YOUR  PICTURE* 


KfiKiimi 


ilMRI'KK 


I.KPI— A/f/teriu/.v.  (ainstrnetiem  pape*r.  Beneks  and  painphle*ts  eiti  se*eie*laiial  eaie*eis, 
(U)l(irs:  Ae-ll(»w'  le-tte-rs  etn  hine*  ke-y  anel  strip  h>rin  he*aehn^.  Hhie*  house*  with  ye*lle>w 
windems  anel  elewir.  Hlaek  strips  ol  pape*r,  tw'iste*el  tei  form  siimke*,  'Ihe*  wdmI  "He-ael" 
printe*d  in  hlaek  (l>e*hinel  dcMir),  with  hl.ic  k  arrow  |H>intin^  to  display  ein  t.ihh*  (visihle* 
only  vshe*n  eloeir  is  oj>e*n).  HKiHI'— A/ei/erie//*.  ('onstriietion  pape*r,  Appheatiein  le*tte*r 
with  elata  she*e*t.  Co/ors;  Black  le*tte*rs  hacke*d  with  ye*llow  strip  feir  he*aehnt{.  Ae  llow 
le  tte*is  on  hlaek  hir  snhhe-ael.  \  arions  shaele*s  ol  Kieen,  oran(4e*,  asel  hrown  lor  ‘*si>lolc  hes 
ot  iiaint.”  Black  printiiiK  on  splotches  ferr  listing  of  points  to  tje*  iiicliiele-el  in  letter, 
Aellow  palette  to  form  hackground. 
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A  TWO-PART  ARTICLE 


Records  mean  people — 
after  your  students  learn 
this  fact,  they'll  never 
think  of  filing  as  a  chore 


ANKW  IKACHKK  has  l>ern 
aski^l  to  teach  her  first  class  in 
filing.  “Filing!"  she  thinks.  “The  butt 
of  all  office  joki*s?  Filing— the  office 
iKire!  Teach  filing!  How  do  I  Ijegin?” 

To  many  people,  not  only  students, 
filing  is  a  Ixire  and  a  joke.  But  it  is 
neither  to  the  hiisinessman  farvd  with 
the  fact  that  papcT  work  re(|uires  oiu* 
clerical  worker  for  every  two  factor> 
Wfjrkers. 

He  thinks  of  a  cla.ss  in  filing  as  a 
class  in  recrrrds  management,  a  prrx:- 
ess  important  to  the  efficiency  and 
financial  succ(*ss  of  his  entire  organi/ii- 
tion.  So  true  is  this  that  st'Idoin  can 
a  business  whosr*  records  have  In'cii 
destroyed  op<‘n  its  d(K>rs  again.  How 
can  any  job  so  vital,  then,  Im*  called 
a  lM)re,  a  jok<“? 

The  filing  class  provides  an  ideal 
opportunity  for  training  commereial 
students  in  skills  that  will  not  only  g<‘t 
them  a  job,  hut  give  them  such  an 
understanding  of  business  that  they 
should  always  In*  a.ssur(‘d  of  jobs.  One 
out  of  every  eight  employ<*d  p<‘rsons 
in  tin*  United  States  is  a  clerical 
worker,  according  to  the  19.50  statis¬ 
tics  of  the  United  States  Department 
of  I.;dM)r.  Since  ev<*ry’  offict*  position 
demands  .some  knowledge  of  filing, 
every  filing  student  will  profit  by  de¬ 
veloping  a  s<‘nse  f>f  classification  and 
analytical  reas4)ning.  .Most  of  your 
studf'uts  will  In*  going  into  business 
immediately  after  high  .seh(K>l;  it  will 
In*  your  job  to  show  them  the  joy 
and  purpose  of  this  routine  work. 

A  teacher's  preparation  should 
range  from  proficiency  in  such  simple 
matters  as  fanning  pafN'r  to  the  latest 
word  in  efficiency  in  ri'cords  manage¬ 
ment.  There  are  many  high  sch(K>l 
texllNNiks  from  which  to  master  the 
course  content,  but  tw'o  maga/.ines 
published  for  businessmen  presi'iit  the 
problems  and  sc-opr*  of  present-day 
business.  Tliey  arc:  Systems  Magazine, 
.515  Fourth  Avenue,  New  York  10, 
New  York;  and  The  Office  Economist, 
Art  Metal  Clonstruction  Ciornpany, 
Jamestown,  New  York. 

Much  <-an  Ik*  written  on  how  to 
plan  the  filing  course*.  Here  are  sug¬ 
gestions  for  a  se*m<*ster  class  in  which 
filing  is  taught  as  a  vcK-ational  subject 
to  high  sch<Mil  s(*niors.  Whatever  the 
h*vel,  thi*r«*  is  one  nde  to  n*m<*mlK*r: 
the  clos<*r  the  class  is  kept  to  the 
viK'ational  level  (so  the  student  is  con¬ 
fident  he  can  hold  a  job),  the  more* 
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iiit(‘r<‘st  is  stiiiiiil.itr(l  in  thr  class. 

Blit  first  tiu-  stiuicnt  must  want  to 
study  filing.  A  lively  and  thanKin^ 
linllftin  IxKird  creates  initial  interest. 
Picture  stories  say  a  lot.  laxik  np  the 
story  on  the  .Arizona  lliuliway  Depart¬ 
ment  in  .Si/v/em.v,  .May,  1954.  or  the 
one  on  the  cieilit  records  of  Sears  and 
Bo4‘hnck,  San  Die^o,  in  l.ift',  Novem- 
Imt  21,  195.5.  Show  some  examples 
of  Boh  ilo|X‘’s  file,  medical  rec- 
ortls  lihraries,  neuspajx-r  lihraru'S,  or 
the  archives  of  the  I'nited  Nations, 
rhis  will  ytive  the  student  some  ide.i 
of  the  maKiiitiide  and  ran^e  of  miMlern 
files. 

Miuh  time  will  Ik-  saved  if  these* 
photos  and  others  that  illustrate  teach- 
in(^  procedures  are  moimt«‘d  so  that 
tln*y  can  1h*  used  repeatetlly.  If  no 
other  material  is  availahle  for  mount- 
iiiK,  use*  the  side  of  a  stnrily  carton. 
M'heii  it  is  cut  out  and  covered  with 
attractive,  hut  neutral,  haekKround  pa- 
|)<‘r  (wliii-h  can  Im*  stapled  on  <|uickly), 
it  pn*s<*nts  a  n«*at,  workahle  surface. 
Ii(*re  are  .some  te'achinv'  mat(‘rials  that 
may  lx*  UM*d;  the*  correct  typing!  of 
lalx-ls,  so  the  mounted  lalx*l  ^(X‘S 
through  the  file  in  a  straight  line  from 
folder  to  folder;  the  different  typ«*s  of 
cross-referencr*  forms,  how  and  wh<‘re 
to  us«*  them;  and  charge-system  mate¬ 
rials  and  their  use.  When  mounted, 
th<*se  m.it(‘rials  may  lx*  s«*t  on  the 
chalk  rail,  saving  l)ulletin-lx)ar<l  space, 
yet  Ix’ing  accessihh*  for  refen-nce. 

These  ar«*  hut  a  few  suggestions  in 
preparing  for  your  first  week.  la*t  me 
add  that  keeping  the  rixim  and  your 
e(|uipment  in  order  can  lx*  a  prohl(‘m 
unless  each  stiidi'iit  understands  his 
responsibility  for  /i/irig  away  the  ma- 
tt'rials  he  uses.  .\umlx*n  <l  <h*sks.  niim- 
lx*red  materials,  and  nnmlx'red  and 
labeled  shelves  help  to  fix  responsi¬ 
bility. 

The  First  Day 

t  he  main  business  of  the  first  day 
of  scIkxiI  is  receiving  the  students, 
which  usually  means  the  teacher  signs 
the  students’  enrollment  cards  and  in- 
s<*rts  each  student’s  name  in  her  file. 
There  are  many  ways  of  doing  this, 
but  here  is  one  that  works  efficiently. 
The  stiulents  lay  down  their  enroll¬ 
ment  blanks,  and  the  teadier  moves 
fnim  d(‘sk  to  desk  stamping  them  At 
the  same  time,  each  student  is  filling 
out  a  five-by-three  card  with  his 
name,  addri'ss,  grade,  homer«x»m.  He. 


in  a  class  of  .50,  this  can  lx*  done 
in  alxHit  five  minutes,  as  long  as  a 
sample  of  what  is  w.mti'd  is  on  the 
lx)ard  and  enough  p<‘us  and  ink  are 
available. 

Filing  comes  alive,  it  sr'cms  t(» 
me,  if  it  f«K‘US(‘s  on  |X*(»ple.  Files 
are  rec»)rd.s  of  |X‘ople  and  their  stor¬ 
ies.  We  have  oidy  twenty-minute  |x*- 
ritxls  on  the  first  day,  S4>  now  in  the 
ten  or  fifteen  minutes  h*ft,  I  chalh'Uge 
everyone  to  join  me  in  a  gnme  of 
learning  the  names  of  tlu*  memlx'rs 
of  the  class.  I  emphasi/e  that  one  of 
the  gr«*at<*st  assets  in  the  business 
world  IS  the  ability  to  rememlx-r  names 
and  faces.  James  .\.  Farley  is  credited 
with  winning  the  DemixTatic  presiden¬ 
tial  nomination,  an<l  in  19.52  helping 
the  election  of  Franklin  I).  B(x>s4‘velt, 
lx*cause  there  were  thousands  of 
|M‘ople  whom  he  could  call  by  tiu'ir 
first  name.  Mr.  Farlt'y  attributes  part 
of  this  ability  to  the  fact  that  he  has 
always  Ix'en  genuinely  fond  of  people. 

I  suggest  to  my  students,  therefore, 
that  each  will  increase  his  own  popu¬ 
larity  as  he  iM'comes  interested  enough 
in  his  cla.ssmates  to  learn  th<‘ir  names. 

It  is  most  important  that  a  name 
lx*  pronounced  correctly  when  first 
heard.  ’I'herefon*,  I  ask  each  student 
to  intrixiuee  himself  clearly  as  he 
hands  me  his  five-by-thr«*e  card  that 
he  has  filled  out.  laxiking  from  the 
student  to  the  card,  I  re|X‘at  his  name 
to  the  class.  I  sort  the  cards  as  they 
come  in  so  that  they  are  in 
alphalx'tical  order  wh«*n  the  intrrxluc- 
tions  are  finished.  With  the  cards,  I 
rr'identify  each  |x*rson  in  the  nxiin; 
then  I  repeat  this  prixt'diire  without 
the  cards.  'I'his  makes  bxir  tim<*s  each 
name  has  lx*en  repeated  for  each 
memlx*r  of  the  class,  'rhen  I  call  for 
volunti'crs  to  name  as  many  class 
memix-rs  as  they  can. 

.Sincr*  they  are  relaxed,  the  students 
particip.ite  with  me  in  le;irning  the 
names.  We  are  off  to  a  frieiully  start 
in  an  air  of  ex|x-ctancy.  And  lx*st  of 
all,  we  have  emphasi/ed  the  impor- 
tanc(‘  of  the  individual. 

1  must  confess  that  by  the  time  I 
have  learned  the  names  of  my  stu¬ 
dents  in  five  class«*s  I  am  weary.  My 
reiall  is  not  as  great  the  next  day, 
es|M‘cially  for  the  last  |M*riixls,  as  I 
would  wi.sh  it  to  lx*.  ( I  do  not  have 
a  photographic  memory.)  But  I  find 
the  students’  spirit  and  interest  on  this 
first  day  well  worth  the  effort. 


The  Second  Day 

I'n  show  h«)w  im|xirt.int  each  stu¬ 
dent  is,  I  identify  each  one  again  at 
the  lx*ginning  of  the  )x*ri«xl.  ki‘t*ping 
them  relaxed,  I  call  onct*  mori*  lor 
volunteers  to  nam«*  as  many  class 
memlx'is  as  they  can. 

Tixlay,  the  stiuh'iits  are  wondering 
what  filing  is  alxiiit.  The  bulletin  Ixtaid 
and  or  display  cases  have  crealetl  in¬ 
terest  with  their  pictures  of  |X'ople  at 
work.  I  list*  this  iutt'rest  as  a  natural 
step  to  a  “sales  talk”  on  filing,  that 
is,  showing  the  students  some  of  the 
jobs  that  will  lx*  availabh*  to  them 
after  they  graduate.  I  str(*ss  the  r.inge 
of  actual  filing  jobs— from  the  simplest 
to  that  of  th(*  special  librarian  in  busi¬ 
ness  libraries.  I  eniphasi/.e  that  filing 
entails  classifying  and  organi/.ing  ma¬ 
terial,  something  everyone  must  know. 

Sinct*  the  class  is  taught  as  a  vo¬ 
cational  subject,  I  have  the  students 
|(x)k  on  the  conrsr*  as  their  job,  tbe 
(lassr(X)m  as  their  oflict*.  'i'hey  an* 
a|)prentice.s,  I  am  tlx*  office  manager. 
We  pnx-eed  as  an  offitt*  manager 
might  do  the  first  day:  we  discuss 
what  is  «*xpected  of  th«*m.  If  tiini* 
|x*rmits,  I  let  each  student  tell  the  kintl 
of  office  he  would  likt*  to  work  in. 
From  this  discussion  on  what  the  stu¬ 
dent  wants  in  an  office  or  Ixiss,  it 
is  easy  to  move  to  what  the  office  ex- 
|xcts  from  the  worker.  'I'his  brings  us 
to  th(*  student  and  his  public  relations. 

rbe  student  must  reali/.e  that  what 
he  is  and  what  he  d(x*s  aileet  other 
people.  He  must  forget  his  juvenile 
ways  (gum  chewing,  gabby  ebatter. 
Ixibby  pins,  and  head  scarves),  lie 
must  feel  an  overall  res|xinsibility  for 
tbe  ap|x*aranee  of  tbe  nxim  and  a 
s|x-cifie  responsibility  for  thr*  ar(*a 
arouixl  his  desk.  Our  public  relations 
musi  always  lx*  such  th.it  we  attr.ict 
business,  our  inner  officr*  rel.itions 
such  that  we  show  job  res|xinsibihty. 

'I'be  students  bave  oix*  advantage 
over  their  business  counterparts:  tlx’y 
may  hxik  at  their  ratings  any  tiiiii* 
rhesr*  reeoids  an*  kept  on  eight-by- 
five  niim4*ograph(*d  cards  that  show 
the  entire  cours4‘  content.  A  record  is 
kept  of  each  task,  showing  accuracy, 
tinx*.  finding  test,  and  exam  scores, 
rlx'  curd  also  shows  the  gi'ix'ral  test 
gradr-s,  projer  ts,  a  c  heck  list  of  char- 
alter  traits  and  attitudes,  and  a  sum¬ 
mary  of  tardiix'ss  and  abs«-ixi*s.  'Hiiis, 
i  keep  an  up-to-tlx*-niinute  pittiire  of 
<*ach  student.  I  cun  srx*  at  a  glance 
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his  pr<»Kri*ss  in  r<'hili(Mi  to  tin*  r<‘st  <if 
tht'  (‘lass.  It  is  tlu*  res()oiisiliility  of 
«*a(  li  sloth'ot  to  ciM'ck  fiis  ri'i  oni  and 
k«*«q)  his  work  up  to  date. 

'I  fi«‘  KradiiiK  vah*  is  also  in  tlic  fih*, 
<;p**n  t»»  t^vrrytntv.  In  an  »'nd«'avor  to 
cfHtdiKi  tin*  t'lass  on  hnsinrss  stand* 
ards,  any  Krariin^  scale  has  to  In* 
arbitrary.  Hnsincss  most  liavc  actu- 
raiy  with  s|N*cd.  'Ihc  student,  as  a 
learner,  cannot  In*  ex|N*(ied  to  achieve 
HK)  |M*r  cent  act-nracy.  On  the  cither 
hand,  the*  transition  Ironi  the*  lN*st 
c  lassriNiin  to  a  hnsinc'ss  offic  e*  still  finds 
the  stndc*nl  nnprc*parc*cl,  lN*cansc*  class- 
rcNitn  prohlc*nis  cannot  In*  pot  in  the* 
vohinie*  conte*nt  of  an  office*,  'flic*  stii* 
de*nl,  nsc*c|  to  filing;  naine*s  in  Kronps 
of  KN)  spread  ove>r  20  le*lte*rs  of  the* 
alphalN't,  finds,  in  the*  office*,  KK) 
nanic's  in  a  |>oition  of  e»ne  |e*tle*r  of  the 
alphalN't.  And  nniniN'rs,  which  .se*einc*cl 
sei  simple*  in  two  figure's  in  the  class* 
rcNMn,  cle'inanci  an  e*nliie‘ly  diffe*rc*nt 
lre*atme*nl  whe*n  the*y  involve  eij^ht  or 
le*n  figure's  in  hnsine*ss. 

U’e  discuss  the  ((raclinu  scale*  to- 
Ue*the*i,  nine  h  in  the*  way  that  workers 
mi((ht  iic'^oliale  waKcs.  When  the  class 
nncicistands  that  any  workc'r  inakiiiK 
five*  e'lrors  |N*r  hnndie*ci  pie*ce*s  c*eiiilil 
not  hold  a  joh,  ihe'y  acevpt  the*  stand* 
arcl  of  0-5  errors  |M*r  hnndrc*d,  A; 
11*12,  I).  I'liis  scale*  is  prc*sc*nte*el  only 
as  a  ^nicle*.  If  your  sliie|c*nts  arc*  to 
In*  aide*  to  hold  jeihs,  howe*ve*r,  your 
^raeliiiK  ninst  In*  re*alistic*.  (Orach's  will 
In*  inflne*nce*d  liy  the*  aiiionni  of  e*n* 
thnsiasin  the*  stnde*nls  have*  for  the 
rsinrsc*,  the*ir  niatnrity  and  inte*lli((e*nci‘, 
the*  difficulty  of  the*  male*rial  nse*cl,  the* 
time*  Mive*n  to  comple*te*  it,  and  your 
te*achin^  pte*se*ntalion. 

'Ihe*  time*  c*le*me*nt  is  c*s|N*cially  cliffi* 
cult  to  cle*te*rmine.  If  I  le*t  my  stiiclc*nls 
se*t  the*  pac*e*,  it  would  In*  shiwer— 
who  wants  to  liiirrv?  Yc*t,  I  cannot 
se*t  a  lasle*r  pace*  than  the*  stiicle*nis 
can  handle,  lN*canM*  as  ti*nsion  meiimts, 
e'lrcirs  increase*.  It  is  im|Nirtant  that 
e*ach  stnde*nt  In*  challc*n^c*cl  to  that 
maximnm  |>oint  at  which  he*  can  still 
w<  irk  with  re*laxc*cl  e*fficie*ncv. 

i  he*  purpose*  of  this  se*concl  clav  has 
lN‘e*n  tei  cre*ate*  attitncle*s.  tei  ie*l  stnde*nls 
know  the*  rnle*s,  what  yeiii  and  future* 
i*mplei\e*rs  c*x|M*c't  of  them,  and  what 
thev  may  heipt*  for  in  it*tnrn.  It  is  im¬ 
portant  that  stiicle*nts  uiide*rstaiid  that 
no  eiffice*  manager  will  In*  n  schcNil 
ti*ache*r;  he*  will  not' tap  a  worke*r  on 
the*  shoulder  eir  ue*ntly  re*prove  him 
e*ach  time  he*  Ke*ts  out  of  line.  It  is 
ecpiulK  important  feir  thc*m  to  under* 
stand  that  the  ti*acher  Is  the  offUv 


manafter.  just  as  an  office*  manager 
talks  with  his  we)rke*rs  alNint  their 
preddc'ins  |irivatc*ly,  so,  for  the*  few 
time's  prcdilems  may  arise*,  this  te'ch* 
nkpie  is  nsi'cl  in  the  classriNim,  tcNi. 

Th«  Third  Day 

'Ihe*  cdijc'ct  cd  the*  third  clay  is  tci 
show  somc*thin({  alNint  the  purpose*  cd 
file*s  and  how  the*y  affc*t1  |M*ople*.  la*t 
your  stiidc'nts  tell  what  they  know 
alHint  re*c-orcl  kc*e*pint{  in  hanks,  depart¬ 
ment  stores,  etc,  'I’his  le*ads  to  a  dis¬ 
cussion  of  one*  of  the  hiK^c-st  files  in 
the*  L'nite*d  State's,  one  which  iiivolvcis 
many  of  the*  stucle*nts  now  and  will 
involve*  all  cd  the*m  as  scniii  as  the*y 
Ko  tci  work,  the*  SiK-ial  Se*cnrity  Hie*. 
A  stnde*nt  re*aclily  se*c*s  how  this  file* 
affecls  iNith  hirnse*lf  and  his  family. 
What  sort  of  a  rc*cord  did  he*  fill  out 
to  ^e*t  a  scN-ial  sc*cnrity  card  and  mini* 
lN*r?  How  idcl  must  he*  In*  to  draw  an 
cdcl-a){e*  pe*nsion?  How  many  yi*ars 
away  is  that?  What  if  a  Kid  works 
a  fe*w  ye*ars.  marries,  and  diN*s  not 
work  at4ain,  le*avin({  he*r  name*  inactive* 
in  the  file*  hir  thirty  or  forty  ye*ars? 
What  hap|M*ns  to  those*  who  continue* 
in  hiisinc'ss  hut  chan){e*  from  one*  com¬ 
pany  to  anothe*r?  Pe*rha|>s  the*  stiiclc*nt 
dc*cicle*s  tei  ch.mue*  his  name  whc*n  he 
^eN*s  to  work  for  a  nc*w  firm.  VN’hat 
then?  What  hap|>ens  whc*n  an  e*m* 
ploye*r  e*ris  in  re*portinK  the*  epiarterly 
waKe*  rd  an  e*mpIoyc*e*  or  reports  the* 
nnndN*r  incorrc*c-tly? 

,^n  article*  in  the*  ,Ve*n  York  Titnrs, 
.\ove*mlM*r  13,  Ih.55.  e*nlille*cl  “‘Brain’ 
to  He'ckon  SiH-ial  Se'ciirity,”  staled  that 
9,(KK),(KK)  punch  cards  that  contain 
c|uartc*rly  wa^e*  data  are  tossc'd  out 
i*ach  ye*ar  lM“cause*  the*  namc*s  and  ;ic* 
count  numlN*rs  do  not  match  the  rc*c* 
ords  oil  HIc*.  'rhe*rc*  arc*  a  total  cd  119,* 
(KK),()(K)  hcdclc*rs  cd  ScK-ial  Sc*curity, 
and  the*ir  rc'ceirds  arc*  kept  on  punch 
cards  hv  this  "hr.iiii  ’’ 

I'Vom  a  le*tte*r  written  to  me*.  I)t*ce*m* 
lN*r  3.  19.53,  hv  the*  actiiiK  clire*c1or 
ed  the*  SeM-ial  Se*curity  .Administration. 
I  am  aide*  to  |{ive*  mv  stnele*nts  a  for* 
the*r  picture*  id  the*  vastni*ss  cd  this 
e*nte*rprise*.  He*  state*s  that  as  cd  that 
dale  '‘the*ic*  are*  I  I2.IHM),(HI()  name^ 
in  the*  N'alion.il  Kmploye*c'  lncle*x. 
.  .  .  iThis]  file*  cK'cnpic*s  27.H3I  scpiare 
fe*et,  or  we*II  over  half  cd  one*  ffcMir 
id  our  main  rc'cords  hiiildiiiK,  which 
takc*s  up  a  full  citv  hIcK-k.  We*  have 
s**veral  othe*r  rc*c*orcl  file's  .  .  .  hut 
this  is  the*  only  one  in  which  acc'oimts 
can  In*  l<K'ati*d  hv  name*  r.ithe*r  than 
niimlN*t.  \o  one*  fiunre*  can  In*  I'stah- 
lishi‘d  or  ipiotc*d  on  ‘how  cpiic'kiy  a 


name  can  lx*  found’  in  the  flexedine 
file,  due  to  the  many  varying  factors 
involved.  However,  we  average  alNiiit 
two  minutc*s  p<*r  item  in  one  cd  emr 
inafor  and  repre*s<*ntative  s<*archinR 
ope*rations,  this  includes  going  to  the 
prop4*r  file*  IcK-ation  and  sc*arching 
imcle*r  name*  and  clale**<d-hirth  varia¬ 
tions  for  many  ed  the*  itc*ins.  If  the* 
material  lN*ing  sc*arche*cl  shows  the 
exact  name  and  date  <d  hirth  under 
which  the*  ac-ccMint  was  c*staldi.she*cl, 
and  the*  S4*archc*r  is  airc'acly  in  the* 
right  se'ction  cd  the  Hie*,  the*  name  can 
In*  lcK‘atc*d  in  a  matte*r  cd  si'ceincls.’’ 

This  dc*scription  (Niints  up  the  im* 
IHirtaiicc*  cd  maintaining  accurate  ori¬ 
ginal  rc*c*orcls.  A  high  schcNd  sc*nior,  for 
instance*,  will  not  draw  edd  age*  In'iii*- 
fits  for  alNiiit  forty-c*ight  yc*ars,  and  if 
cle*ath  iN-nefits  are  to  In*  gianle*cl  on 
the*  ri*cord,  or  paymc*nts  made*  to 
minor  chilc!re*n,  the  rc*cc>rcl  may  vve*!! 
In*  in  o|)<*ration  eighty-five*  years.  It  is 
hard  to  comprc*hend  the*  s|M*e*cl  with 
which  the  rc'corcl  can  In*  found  in 
a  file*  ed  this  size*  and  spac-c*.  But  most 
im|)ortant  of  all  is  the*  human  e*le*me*nt, 
which  is  hroiight  home*  to  the*  class 
liy  showing  what  can  happen  to  an 
individual  who  for  some*  rc*ason  Hncis 
at  sixty-five*  that  his  rc'corcl  is  not  on 
file*  or  is  inc‘omple*te. 

I  spc'iid  this  much  time  on  the*  c‘m- 
phasis  of  the*  human  c*lc*ment  lM*causc* 

I  am  convincx*cl  that  whc*n  stucle*nts  can 
se*c*  rc*corcls  not  as  shc*e*ts  of  papc*r  to 
In*  clisposc*cl  ed,  hut  as  pe*oplc  whose* 
very  h.ippine*ss  cle*pe*ncls  on  the*  propei 
handling  id  the*  re*corcls,  the*n  filing  is 
no  longer  a  chore.  Thc*n  the*  student 
sc‘f*s  a  mc'aning  in  his  work,  and  he 
givf*s  it  his  interi'st  and  imdi'rstanding 
f’rac'tically  all  rc*c-ords  invidve  |N*ople* 
clirc'c  tly  cir  inclire*ctly,  'I'o  the*  husinc*ss- 
man,  the*  name*  or  rc*c'orcl  rc*presents 
a  cnstomc'r;  to  the*  cuslome*r,  the*  hiisi- 
ne*ss  ri*prc*s<*nts  a  soiircx*  ed  supply. 
The*  husine'ssman  without  customers 
geN*s  hroke*.  Kach  is  mutually  c!e*iN*n- 
clent  on  the  othe*r. 

This  concc*pt  of  |N‘opli*  and  the*ir 
re*corcIs,  custome*rs  and  thc*ir  happi- 
nc*ss.  the*  miitii.d  cle*pc*nde*ncx*  id  liiisi- 
nc*ss  and  the*  piildic  must  ]N*rme*ate 
e*verv thing  the*  stuclc*nt  c1cn*s  in  filing. 
It  must  In*  ke*pt  lN*fc>re  the  studc*nt 
in  ne*w  and  cliffe*rc*nt  ways  throughout 
the*  exHirse*.  It  is  this  human  i*lement 
in  the  re'cxird  that  make*s  filing  come 
to  life,  rhiis.  the*  student  lc*arns  to  de¬ 
rive  satisfaction  from  work  that  one 
with  le*ss  imaginatiem  would  call  Intr- 
iiig. 

(To  lh‘  ronrlutlt-d  uoxt  nuoitli) 
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Thk  unifokm  examinations 

prof^rum  will  work  <*lfec-tiv«*Iy  only 
when  an  understundiiiK  of  its  roU*  is 
shared  by  the  Mi|H*rvisor,  teachers, 
and  students.  When  appreciation  of 
its  educational  purposes  is  lacking,  the 
entire  pro((rain  will  Im*  marked  liy 
inntnal  distrust. 

IliKh  priority  should  Im*  Kiven  hy 
supervisors  to  an  education  program 
that  will  corr<*ct  prevailiiiK  misconcep¬ 
tions  alxiiit  imilorm  examinations. 
The  treatment  that  follows  is  hy  no 
means  exhaustive;  it  merely  snKK<‘’>l’‘ 
what  a  supervisor  may  do  la-fore  the 
examinations. 

CX)NFF'KENCT^S.  The  de|>artment 
head  should  devote  conferencr*  time 
to  discii.ssions  on  uniform  examina¬ 
tions.  Tf>e  why  and  how  of  testing 
may  Ik*  confined  to  one  conference  or 
extended  over  a  s<*ries,  dep<*nding  on 
the  attitude-  and  Itackgionnd  of  the 
staff. 


I.  DAVID  S  ATLOW 

Thomas  )ettefs<)n  High  Vt»ool,  BrooHyn,  N  Y 

These  discussions  m-ed  not  lx*  con- 
fim-d  to  sch(M>ls  al»onl  to  inaugurate 
a  uniform  examinations  program.  It 
may  also  lx*  necessary  to  do  spade¬ 
work  in  pre-sent  programs,  in  order 
to  win  common  agrc*ement  on  the  fol¬ 
lowing  as|M‘cts:  the  pnr|x>s(rs  of  the 
examinations,  how'  they  are  to  lx*  writ- 
t(‘n,  Imw  a  rating  sch«‘dnle  is  to  lx*  pre¬ 
pared  and  used,  evaln.it ion  of  tests 
given  in  the  past,  the  t>|M*s  of  review¬ 
ing  that  are  to  precede  the  tests,  and 
the  ns(‘s  that  arc*  to  lx*  made  of  test 
results. 

EXCTIANCE  FR(K;KA.VIS.  The  alert 
chairman  will  exchange  uniform  ex¬ 
aminations  with  other  schcxiU  as  a 
mattc*r  of  routine.  The*  danger  of  in¬ 
breeding  is  present  when  examinations 
at  a  given  schcxil  ap*  always  written  by 
the*  same  |M-rvins.  I  he  advantages 


of  crossbreeding,  however,  may  lx* 
achievc'd  by  a  study  of  what  other 
schcxils  are  doing. 

There  is  no  ciisadvanlage  in  the  cm‘- 
t-asional  use  of  cpmslions  that  are 
ioiind  in  examinations  givc*n  by  other 
schcxils,  p  r  o  V  i  cl  e  cl  that  they  are 
iclapleci  to  the*  Icx-al  situation.  Hiit 
the*  lilinci  copying  of  the  work  of 
others  may  Ix-c-ome*  se*lf-cle*sfrnctive. 

IllT.I.ETI.NS.  'Ilie*  sn|M‘rvi.sor  may  de¬ 
vote  occasional  bnlle'tins  to  the  uni¬ 
form  e*xaniination.  'I'he  bulletin  nee-d 
not  lx-  written  by  the*  de-partment 
he-ael;  it  may  lx*  the*  work  of  either  a 
staff  me-inlx-r  or  a  c-ommitte*e. 

An  advantage  of  the  bnlle-tin  is  that 
it  (-an  lx-  filc'd  away  afle*r  it  has  Ixxm 
read.  A  disadvantage  is  that  it  might 
ne'VCT  lx*  read  in  the*  first  place.  Oin- 
se-r|ne*ntly,  it  is  wise  to  re-late  the  bul¬ 
letin  to  a  ccinfe-reiK-e  program;  tl»e 
bnlle-tin  should  apix'.-ir  eithe-r  Ix-fore 
the  c-onfe-re-ne  e>  with  bac  kground  in- 
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foriiiatioii  ior  thr  (liftciihkioti  or  aftor 
fhi*  t  «rtif<'rrrR-e  at  a  turninary  ttl  wljat 
traiik|)ir<*tl. 

FKKSONAl,  CONTACT.  I  ho  .  xain- 
liialioiit  titotilti  not  Im*  the  tolo  tojtic 
ol  convortation  lM-tw«*en  th<- 
vit»or  anti  ttaH  nioinlM-rt.  'Fhoy  thoiiKl 
la*  (liMOHM'd  III  a  inattor-oidact  inaii- 
iior,  to  th<‘  kaiiK*  cxloiit  that  any  other 
topic-  it  ciiM'iitted.  If  the  f|iiektion  it 
pnrtiM-d  endletkiy,  teaehert  will  avoid 
the  kii|H-rviM)r  until  they  have  tuh 
initled  their  examination  (|uettion». 

In  addition  to  makiiifj  available  past 
examinationt  to((elher  with  the  teach* 
ert’  eritieixnit,  a  department  head 
mi((ht  kiipply  each  examination  c-om* 
miflee  with  c-opiet  ol  eonh-n-ncc- 
minotet  iM-arin^  on  the  pertinent  tettx. 
Ill*  miy;hl  alto  til  down  with  eommit- 
lee  memlN-rt  individually  or  eollec- 
lively  and  share  the  iM-nefilt  ol  hit 
ex|K-rienc-c*.  II  he  helps  to  resolve  dif* 
|erene«-s  that  arise-  lietween  staff  iiM-rii* 
liert,  he  should  Im-  most  careful  to 
avoid  im|Hisin((  hit  own  |)oinl  of  view 
on  any  ol  the  staff  memiM-rt. 

The  kii|M-rvisor  shonhl  also  take 
human  nature  into  consideration.  Con- 
seipieiitly,  a  remind(-r  of  c-onferenc-e 
decisions,  in  the  form  of  a  brief  |M-r* 
tonal  note,  it  proper.  Ilowi-ver,  since 
the  sendin|,(  of  notes  can  Im-  overdone, 
a  ){iMid  deal  of  self-restraint  is  necc-s- 
sary. 

COMN.ITINC  FK(K:KAM.  Il.e  de¬ 
partment  head  is  res|)onsihle  lor  each 
class  completing  the  instruction  pro- 
({lam.  The  average  supervisor  diM-s  not 
have  to  wait  Ion);  to  discover  wht-n  an 
otheiwisi-  normal  c  last  is  so  far  iM-hind 
the  rest  of  the  department  that  it 
either  will  not  complete  the  reipiirc-d 
work  in  time,  or  it  will  Im-  ohIiKed  to 
piiM-(*ed  with  liKhtniii);  rapidity  over 
the  last  unit  or  two.  In  eithi-r  c-vent, 
the  examination  will  prove  a  harrow- 
iuK  ex|M-rienee  to  the  stiiflents  of  that 
class— and  probably  to  the  teacher  as 
well. 

We  certainly  ilo  not  exjM-et  all 
classes  to  priK-eed  in  liK-k-step  fashion. 
We  (-xpeet  a  reasonable  variation 
anioii);  te.ichers  and  classes.  In  his 
cl.iss  visits,  the  su|M‘rvisor  should  rec- 
oKiii/e  which  tardiness  is  normal  and 
which  is  the  result  of  dawdliu);  and 
ineptitude,  lie  should  take  firm  steps, 
of  csHirse,  to  remedy  the  latter  condi¬ 
tions. 

One  ileviee  to  prev«-nt  la)();in);  be¬ 
hind  is  the  pre))aiation  of  a  term  out- 
lini-  th.it  hre.iks  down  the-  work  of  tht- 
semester  into  individual  lesson  topics. 


1  his  outline  is  welcomed  by  evc-n  ex- 
jM-riencc-d  teacfiers,  siiR-c*  it  provides 
a  norm-a  ffc-xihle  onc--and  a  goal  for 
class  progress.  This  outline  should  al¬ 
low  an  unassigned  day  iR-casionally, 
so  that  if  a  class  f(jr  some  iinforc-sc-e- 
ahle  r<-ason  has  lost  sevt-ral  lesvnis,  it 
will  not  Im-  at  t(Mr  various  a  disad¬ 
vantage.  Other  c-lass4-s  may  use  this 
time-  to  rc-vh-w  their  subject  or  ter  in- 
vestigati-  it  fiirthc-r. 

KFA'IKWS.  .Merc-ly  cocering  the  work 
is  insuffici(-nt.  A  systc-inatic  rc-view 
that  pr<-parc-s  for  c-xamination  is  ab- 
v)lute|y  nec«-ssary.  .As  part  of  th«-ir 
in-sc-rvic-c-  training,  tc-ach<’rs  .should 
h-arn  how  r<-vic-ws  may  orgaui/.(-  the 
many  iti-ms  that  arc-  takc-n  u|)  in  pic-c-c-- 
mc-al  fashion  during  the-  tc-rm.  In  addi¬ 
tion,  thf-rc-  should  Im-  instruction,  if 
nc-c-dc-d,  on  what  constitutc-s  an  adc-- 
cpiatc-  rc-vic-w. 

V'arioiis  su|M-rvisory  tc-chni(|u<-s  can 
hc-lp  to  make-  a  go<Ml  re-vie-w:  confe-r- 
e-ne-e-s  (individual  and  group),  ineMle-l 
le-sscMis,  group  planning,  intervisiting, 
and  the-  e-xchange-  of  te-ache-rs.  In  addi¬ 
tion,  the  de-partment  he-ad  may  ar¬ 
range  for  the-  |MM)ling  of  re-vie-w  mate¬ 
rials  within  the-  ele-partme-nt  and  for 
their  distribution  to  all  classe-s  on 
re-epie-st.  lie  may  also  make  eopie-s  of 
forme-r  examinations  available-  to  all 
stude-nts  in  the-  de-partme-nt.  Caution 
is  ne-c-e-ssary,  howe-ve-r,  whe-n  using 
forme-r  e-xarninalions  for  a  re-vie-w.  The- 
inspe-ction  of  such  mate-rials  appeals 
to  stiide-nt  curiositv,  but  the-ir  exc-lu- 
sive-  use-  e-nc-oiirage-s  l.ist-miuute-  c-ram- 
ming. 

MKM  Al.  FHKPAKATION.  F.ve-n  un- 
de-r  the-  iM-st  circumstaiice-s,  e-xamiiia- 
tion$  cause-  grave-  e-once-rn  to  stude-nts. 
The-  su|M-rvisor  should  do  e-ve-rything 
in  his  power  to  eliminate-  the-  tensions 
that  re-sult.  'I'hese  te-nsions  do  not  e-xist 
to  the  same-  de-gre-e-  in  all  classe-s— the 
emotional  e-e|uilibrium  of  a  class  usual¬ 
ly  re-fle-cts  that  of  its  te-ache-r.  The-re-- 
fore-,  part  of  the-  program  of  making 
the-  stude-nts  fee-1  at  e-ase-  is  ge-tting  the- 
te-ac-he-r  to  fe-e-1  at  e-ase-. 

The-  su|H-rvisor  will  re-ali/e-  that 
me-re-  words  will  not  disjM-l  any  fears 
that  are-  imiN-dde-d  in  a  teache-r’s  |M-r- 
sonality.  Ilis  own  actions,  attitude-, 
and  ge-ne-ral  iM-.iring  are-  far  more-  itn- 
(Mirtant  than  anything  he  might  say. 
He-  should  make  a  fe-arfiil  te-ache-r  re-al- 
i/.e-  that  his  work  is  not  judged  solely 
on  the-  re-siilts  ohtaine-d  by  Ins  students 
in  any  of  the  e-x.iminations.  Once-  a 
te-ache-r  is  assure-d  of  this,  his  approach 
to  the-  e-xaminations  is  usually  a 


he-ulthy  one;  as  u  result,  his  studiiits 
tend  to  Im-  at  ease-. 

The  days  irnme-diately  prt-ct-eling 
the-  e-xaminations  are  critical  one-s.  It 
is  the-n  that  the-s<-  sugge-stions  should 
Im-  put  into  practice,  so  that  stude-nts 
will  Im-  pre-pare-d,  iMith  e-motionally 
and  scholastically,  for  the-  e-xams. 

CLASSK(M)VI  VISITS.  A  class  may 
Im-  visite-d  by  the-  suiM-rvisor  at  any 
time— as  l<»ng  as  a  te-acher  is  assigne-d 
the-re,  the*  sujM-rvisor  has  the*  right  and 
the*  duty  to  drop  in  and  se-e-  how  the- 
te-ae  he-r  me-asure-s  up  to  e-x|Mxtalions. 

Re-vie-w  h-ssons  also  me-rit  class¬ 
room  visits  by  the-  ch.iirman.  Such 
le-ssoiis,  heiwe-ver,  should  not  Im- 
judge-d  by  the*  same-  crite-ria  applie-d 
to  othe*r  le-ssons.  In  re-vie-w  le-ssoiis,  the* 
supervisor  must  look  for  e-vide-uce  that 
stude-nts  are-  obtaining  an  inte-grate-d 
vie*w  of  the-  subje-ct  as  we*ll  as  the* 
pro|M*r  me-ntal  outlook.  The*  su|M-rvisor 
might  emphasi/.e-  pre-  e*xaHnnatie)u 
visits  f(»r  one*  ye*ar  and  the*n  follow¬ 
up  his  findings  with  a  de-part tne-nl  re*- 
|M>rt  that  de-st-rilM-s  the*  more-  e-ffe-ctive- 
re-vie-w  lessons  that  he*  h.is  obse-rve-d. 

ACCOMMODATIONS.  In  se  bools 
wlie-re  the*  administratiem  assigns  e-x- 
amination  rennns  to  the*  various  classe-s, 
the*  de-partme-nt  chairman  is  re-lie*ve-d 
of  much  de-tail.  In  those*  schools,  lierw- 
e-ve-r,  whe-re-  the*  chairman  is  e-xpe-cte-d 
to  make*  such  arrange-ine-nts,  a  system¬ 
atic  a|)proach  is  re*t-<nnme-nde-el. 

If  the*  de-partme-nt  file*s  provide  a 
re-liable  e-nrollme-nt  re-ceerd  f(»r  e-ach 
class,  the-  chairman  can  asce-rtain  at 
a  memie-nt's  nertice  the  numiM-r  eif 
ceipie-s  re-epiire-el  e»f  any  e-xaminatiem, 
the  nuinlM-r  eef  classe-s  te»  Im*  accommo- 
elate-el,  anel  the  nenniM-r  erf  steiele-uts  in 
e*ach  e-lass. 

Whe-n  the  ele-partme-nt  is  allotte-el 
a  se*t  numiM-r  erf  rererms,  the-  chairniati 
sherulel  che*ck  the-  niimlM-r  erf  ele-sks  and 
make-  a  prermpt  re-epie*st  ferr  aelelitiernal 
spat-e-— anel  aelelitiernal  prex-terrs— if  ne-c- 
e-ssary.  In  werrking  erut  a  se-he-elule-, 
he*  sherulel  allerw  erne-  err  twer  vacant 
se-ats  in  e*ach  reHtm;  this  antie-ipate-s 
a  brerke-n  chair  err  |M-rmits  the*  shift¬ 
ing  erf  a  stude-nt  I  rum  erne*  se-at  ter 
anerthe-r  witherut  elisturbing  the-  class. 

Kerr  ste-nography  e-xaminatierns,  elic- 
tateirs  sherulel  Im-  assigne-el  in  aelelitiern 
ter  prex-terrs.  The-  iele-al  sehe-elide*  will 
allerw  the-  same*  elictaterr  ter  nierve-  with 
e-ase-  frerm  erne*  e-xaminatiern  reMtm  ter 
anerthe-r.  Ke-e-aiise*  the*  elie-tatiern  is 
give-n  aliriiel,  the-se-  i-xaiiis  sherulel  irert 
Im-  give*n  in  ceruHie  t  reMrms  whe-re-  irthe-r 

(Citutitiurd  on  jroge'  31) 
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SHOHTIIANI)  TKAClIEHS-do  you  have  that 
(lull,  headachy  feeling  after  a  day  of  dictation? 
I’yping  teachers— are  you  tired  and  worn  out  after 
calling  the  throw  for  several  hours?  If  so,  take  a  reel 
of  tajK-  and  feel  In^tter  fast!” 

D(M‘s  this  sound  liki*  a  parody  of  one  of  those  ran- 
c-ous  radio  or  TV  ads?  Well,  it  is,  of  c-ourse;  hut  a 
great  many  teachers  who  have  "tried  tin?  product" 
know  that  ta|>es  can  save  time,  effort,  and— literally 
—headaches.  Just  as  imixirtant,  they  can  improve  in¬ 
struction.  They’re  even  more  imixirtant  to  the  student 
than  to  the  teacher. 

There  are  two  ways  to  ii.se  tapes: 

( 1 )  Start  with  a  blank  r(‘el  and  put  on  it  what 
you  want. 

(2)  Huy  prerecorded  ta|x*s  that  already  contain 
what  you  want. 

The  first  method  may  cost  you  time,  effort,  and 
(let’s  face  it)  headaches- for  a  while;  hut  it  will  lx: 


worth  it  in  the  long  run.  The  second  nu'thod  will,  in 
th(*  suhject-matt(T  areas  where  tajx's  are  available, 
(‘a.se  your  hurdc'ii  with  the  flick  of  a  switch;  and  your 
ta{X‘s  will  have  been  carefully  pri'pared  by  authori* 
ties. 

In  the  skill  subjects,  drill,  drill,  and  more  drill  fs 
(‘ssential  for  even  minimum  accomplishment.  As  aids 
in  drilling,  tajx's  arc*  useful  if  only  for  their  n(‘gative 
value— you  don’t  have  to  wear  out  your  voice  and 
nerves  in  routine  re|x*tition.  Hut,  Ix'yond  this,  they 
enahh*  you  to  do  the  same  thing  lu’ttcr.  If  you're  a 
shorthand  teacher,  you  probably  find,  like  nearly  every 
other  shorthand  t(*ach(‘r,  that  nervousix'ss  or  careless* 
ni'ss  (K'casionally  causes  you  to  become  a  hit  (*rratic 
when  you’re  trying  to  dictate  at  fast  six*eds.  Tajx*, 
however,  allows  you  to  erase  until  you  get  the  dir  ta- 
tion  right;  also,  it’s  available  as  long  as  you  want  it. 

There’s  anoth(‘r  |Mtint  that  you,  as  a  slxirthand 
teacher,  slHiiildn’t  overhxik.  If  you  use  tapes,  you  can 
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hOr  J  yff if 

Teaching  Tapes  for  Gregg  Typewriting  for  Colleges 

KEYBOARD  GROUP 

I 

S  l^•<*lk,  Ih  half-hour  l»*»soiis.  Kvery  h*ssoii  iti  whith  im*\v  ki*\s 

ar<;  iiitrrMhici'd;  1—4,  7—10,  13—10,  and  19—22,  with 

two  rt'VM'w  losMMis  In'twri'ii  I'ach  Kronp  of  ta|)<‘d  h*ssoiis. 

T(‘a(‘hiM^  'r.ip«-s  for  (>rc)(K  Typ<*w'ritinK  for  C^oll<*K<*s  will: 

1.  coMM'rvr*  class  f iiiic-stndciits  must  keep  w'orkiii({. 

2.  <le\elop  h<hh1  working  hahits- students  will  leani  to  follow 
instrnilions  (printed  and  oral). 

3.  free  the  instrnctcir  to  ohsr-rve  o|H*ration  of  the  niuchinc,  pro|>«'r 
finKcrin((  techniques  and  posture,  and  ({ive  s|M*ciaI  assistanc*- 
where  n«*eded. 


I'or  Shorthand 


Theory  Dictation  Tapes  I 

A  half-honr  of  di<1ation  on  each  lesson  from  Ia*sson  7  thru  54, 
with  the  first  reel  c-overiiiK  la'ssons  3  thru  0.  Hejx  titise  dida- 
tion  of  each  letter  at  three  proKressivelv  faster  six-eds.  'I’hree 
individual  sr-ts  for  proper  correlation  with; 

t>re){(2  Shorthand  Manual  Simplified,  Second  Kdition 
(•ie({({  Shorthand  Manual  Simplified,  First  Kdition  (1919) 

(•re){K  Shorthand  Simplified  for  Collefres,  N’oinme  I 

Speed  Development  Tapes 

A  total  ttf  1.5one-honr  r«*«*ls  (twi)  complete  takes  each)  employ¬ 
ing  the  popnlar  and  proven  minnte-step  plan  for  <levelopin(' 
writing  skill  and  sp<*cd. 

Expert  Dictation  Tapes 

A  Kronp  of  five  rwls  with  “minnte-step”  dictation  on  track  1 
and  one-time  dictation  in  I,  2,  3  and  5-minnte  takes  on  track  2. 

firejjff  'ra|x*s  are  recorded  at  3.75  ips,  dn.d  track-a  foil  hour  of  | 
recoidiiiK.  j 

A 


i  for  the  classroom 


For  drtttUJ  mformstion  or  exMmtnst$on  rtelt — typeurilniK  rtr  shorlhsnJ — uritt: 

Aiamtion:  Sopp/iev  Omt  GREGG  PUBLISHING  DIVISION 

330  West  42nd  St.  New  York  36,  N  Y. 


Bl’SINKSS  KDUCATION  WOKI.D 


Gregg’s  on  tape 

and  an  RCA  ’’Scholastic”  Tape  Recorder 
is  designed  to  teach  it ! 


RCA  builds  a  ta|M*  rcnorder  that’s  every thinK  a  Hchxtl 
ta|K*  recorder  should  Ik?!  An  RCA  “Scholastic”  has 
a  scufl-resistant  cast?  that  ket?ps  its  looks.  Impact* 
rt*sistant  chas.sis  and  reinforced  grille  stand  up  under 
day-to-day  ojK-ration.  Through  all  kinds  of  use,  an 
RCA  “Scholastic”  sounds  st?nsationally  life-like. 
“Tri-Coustic”  sound  system  includf?s  thrw*  sfK?akers 
for  realistic  hiRh-fidelity  reproduction.  Push-button 
controls  o|x?rate  simply  and  easily. 


used  as  a  ()ublic-addrt*ss  system.  Safety  interlock 
guards  against  accidental  erasures,  'the  “Scholastic” 
is  UL  approved,  of  courst?. 


School  butlgets  demand  a  rtntorder  for  many  uses. 
An  RCA  “Scholastic”  has  two  recording  s|)ee<ls, 
footage  counter,  voice-music  switch,  plug-in  for  ex¬ 
ternal  s|x?aker,  retd-storage  space  .  .  .  and  can  1)C 


Now  that  Cregg  makes  fullest  u.se  of  ta|K*  in  teaching 
shorthand  .  .  .  make  the  most  of  a  very  g<KMl  thing. 
Add  an  RCA  "Scholastic”  'I'ais*  Itecorder  to  your 
teaching  sUitf.  V’ou’ll  s<K)n  fin<l  it  in  real  demand  for 
far  more  than  shorthand  and  tyfiing  classes.  S**e 
anti  une  this  recortler  that  ItCA  designetl  sfK*cially 
for  .Hch(K)ls  .  .  .  the  RCA  "Schokistic”  ...  at  yf»ur 
RCA  Autlio- Visual  Dealer's.  Stop  in  or  call  .  .  .  noon 
.  .  .  he’s  in  your  (!lus.sif)e<l  Directory  untler  "Motion 
Picture  Kquipment  &  Supplies.” 


RADIO  CORPORATION  of  AMERICA 


educational  services 
Camden,  n. j. 
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Whether  you  buy  prerecorded  tapes  or  **roll  your  ow/i,” 
your  investment  will  pay  dividends  in  easier — and  better — teaching 


take  ilic-tatK)n  aloti}{  witli  your  stii(lc*nts,  thus 

( 1 )  koopin^  your  own  shorthand  writing  skill  up 
to  snuff -or  improving  it,  and  (2)  Kainin^  add<*<l  re- 
siK'ct  from  sturirnts,  who  s«*<*  proof  that  you  pratliur 
what  you  trach,  Ih  sidi-s,  thoy’ll  Im*  rnon*  ridaxrd  in 
thrir  writing  if  they  know  that  you’n*  t(M)  busy  with 
your  own  writing  to  notico  thoir  faults;  and  this  can 
In*  a  bi(<  help,  particularly  for  the  iM'^innin^  student. 

What  About  Typing  Topas? 

I'liis  last  |)oint  applies  in  rt'verse  to  ty[n‘writin;' 
ta|M*s,  If  you’re  a  c-»)lh*n«*  typing  teacln^r,  the  new  typ¬ 
ing  ta|M*s  will  proviile  you  with  an  invisible  coll(‘a)'ue 
t<i  Hive  specific  directions.  Tla-n  you’ll  be  free  to  .see 
just  what  a  student  is  doin^  wron^,  and  you’ll  Im'  able 
to  ^ive  him  much  Ix'tter  individual  assistance.  Stu¬ 
dents  will  ^aiii  typing  ability  faster,  iM'cau.sr*  the  ta|)<‘s 
will  forci*  them  to  keep  busy— they’ll  have  no  choice. 

.MtlKHi^h  ta|H'  recordint^s  <-an  Im-  us«‘d  to  advanta^i- 
in  nearly  ev<*ry  business  subject— to  say  nothing  of 
nonbusiness  snbjeets  teachers  of  shorthand  an<l  typ¬ 
ing  w'ill  find  tapes  partii-ularly  valuable  in  helping' 
absi-ntees  ainl  slow  learners.  Here’s  the  pnK-<*dure: 
First,  take  a  minute  or  two  to  teach  the  student  how 
to  operate  the  ta|M-  rc-conler.  Then  supply  him  with 
ta|M-s  containing  appropriate  material  that  you  havt- 
already  n-corded,  or  puri-hased  prerecorded,  and 
leave  him  alone.  I’he  absentee  cati  catch  up  on  wlnit 
he’s  missed,  and  the  slow  learner  can  re-play  the 
tapes  by  himself  until  he  masters  the  material.  An¬ 


other  [mint:  It’s  a  simple  matter  to  preserve  an  entire 
class  p<*riod,  or  several  jx-rimls,  on  tape  for  the  Ix-nefit 
of  absent<x*s.  Th<‘  tap<*  can,  of  course,  }>e  <-rase<l  and 
re-recorded  wlien  its  temiK)rary  iiwfulness  is  at  an 
end.  (For  suggestions  on  usin^  tapt-s  with  superior 
shorthand  writers,  se<*  “Fnt  Your  Fastest  Writers  on 
Tapes,”  by  Cieralrl  L.  Timm,  on  pa^e  15  of  the  May, 
’57,  HFW.) 

The  us(‘s  of  ta|M‘s  in  business-education  classt-s 
are,  in  the  words  of  one  educator,  “limited  only  by  the 
individual  teaclu-r’s  imagination.”  And,  from  the 
m<‘chanical  an^lc,  rememlx-r  tajx-’s  bij^m-st  advan- 
taj^e  ovc-r  most  other  recording  tin-dia— you  can  erast? 
and  re-record  indefinitely  on  the  same  re<*l. 

To  show  which  way  the  tape-recordinR  wind  is 
blowing  in  the  fit-id  of  t-ducation,  we  ll  c-onclude  with 
tht-.se  wttrds  by  John  J.  CJratly,  Jr.,  chairman  of  the 
KiiKlish  dt-partmt-nt  at  Lynwood  (C'alifornia)  Ifi^h 
SchtM)l,  in  Nation  s  Schools  (Oct.,  ’57,  p.  95): 

"Within  tilt-  nt-xt  few  yt-ars  nt-arly  all  schotilrtKims 
in  tht-  natitm  will  Im-  t-t|uippt‘t]  with  at  It-ast  tint- 
tajM-  player.  I-At-n  tht-  t)nt--rtMim  schtKil,  if  there  is 
t-lt-ctric  servic-e,  will  have  a  tajM-  rec-ortler.  Miilti- 
rtMini  .scluMils,  in  athlition  tti  tapt-  playt-rs,  will  have 
a  battt-ry  t>f  tape  rectirders  availabit-  for  faculty  re- 
t|ui.sition.  Anti  mtist  tt-achers  will  tiwn  a  ta|>e  re<t)rdt-r 
— iM-cause  a  tajx-  rectirder  is  ct-rtain  tt)  bectime  as 
intiis|x-nsable  a  prtift-ssional  tiMil  to  instructors  as 
tht-  stt-thosct)|M-  has  Im-coiiu?  an  indispt-nsablt;  instru- 
mt-nt  to  tht-  physicians  of  tiKlay,”— /t/rncs  liolgcr 


WHAT  USERS  THINK  OF  PRERECORDED  SHORTHAND  TAPES 

(Ircfin  has  received  such  unsidieited  eonirnents  as  these  on  its  shortharul  dictation  tafH’s: 


"Wt-  pul  the  laiM-s  to  work  just  us  stMin  us  they 

arrivi-tl.  .Not  only  tio  iht-  sliifleuts  like  the  dictation,  hut 
our  tesiills  in  the  p.isl  six  wt-eks  art-  far  alxive  what  wt- 
wert-  );l*lliu^  ssith  tlirt-et  dietaliou  froiii  the  iiistriietor.” 

"The  dielatioii  la|M‘s  are  \t-ry  rniieh  upprt-eialt-tl  hy  the 
stiitit-uls  as  wt-ll  as  luyselt.  'I'hey  art-  u  ((reut  help  in 
S|M‘t-tl  ilevt-lopiut-iit.  I  only  vsish  that  we  had  iist-tl  tht-rn 
yt-ars  a^o.” 

"We  list-  lilt-  ilielaliou  ta|M-s-we  have  the  wholi-  st-t 
-ttiiil  tht-y  an-  likt-  uii  uiitiitMiiial  jM-rft-et  tt-ueher.” 

"'I’he  la|M's  servt-  a  Iwoiolil  pur|)osf-.  'I'hey  provitit-  t-f- 
ft-elive  drill  on  the  exerei.w‘s  in  the  text  wliilt-  relieving* 

2« 


till-  ti-aeher  of  the  rather  nioiiotoiious  ortlt-al  iiivolved  in 
the  routiiii-  of  ri‘|M-titious  dictation.” 

*“rht-  tlietatioii  from  tht-  tajM-s  not  only  saves  a  leaelu-r’s 
voiet-,  hut  also  works  wtinili-rs  in  helping  tin-  stiuli-iits  get 
lilt-  ui-etit-tl  flictatioii  tlii-y  must  have  to  hiiiltl  s]M-ed  and 
accuracy.  Our  studi-nts  are  highly  plea.st-tl  with  tht-  ilic- 
tation  from  the  ta|M-s;  in  fact,  they  preft-r  the  flictatioii 
from  till-  machine  to  that  givt-n  hy  the  teacht-r.” 

“I  would  not  takt-  $l,0<K)  for  tin-  flictatioii  tapi-s  if 
1  could  not  gt-t  more  of  them.” 

“We  liave  cut  mortality  in  shorthainl  at  night  scImmiI 
ill  half  hy  using  taix-s.” 

; 

BUSINESS  EDUCJATION  WOULD 


ONK  DKVICK  Jor  typiiiK  tiass; 
Draw  a  Cliristnias  tr<‘c,  k  t  siii- 
(li'iits  wlial  typiiiK  x^rc-t 

raili  Irttrr-on-a-hall  n-prcx'iits. 

aiiNMiTN  for  l<‘lt<*rs  on 
this  tr<-4‘:  Kiithiisiasin,  Aiiuraiy, 
(ainKth-iuc,  Koiin<latioii.  Kn- 
(TKy,  Ki-la\ation,  CaHici'iitratioii. 


MARY 
McGOWAN 
S  L  A  P  P  E  Y 


Simple  De 

MOHE  th  an  once,  iVe  visit,  d 

ty  ping  (lassos  in  vvliicli  stiul.Mits 
wore  tearing'  up  papt-rs  and  cnrsiiiK 
their  typewriters  nnd.‘r  their  l>r.*ath 
throiiKh  sheer  frustration.  In  onr 
classes,  this  d.M-sn’t  hapiM-n,  Iteeanse 
students  know  where  they're  K'*i>>i(- 
Kasieaily,  we  follow  the  lessons  in 
the  text;  hot  we  do  more  than  that. 
\N’e  emphasi/t*  eoneentration,  rhythm, 
natural  st.‘p-hy-step  h-arn- 

iiiK,  relaxation,  (.(kmI  |)ostnre,  eorreet 
position  of  materials,  and  enthusiasm. 
For  each  .if  tln-.se  p.>ints,  as  well  as 
a  nniniM'r  of  others,  w.*  hav.‘  a  spe¬ 
cial  class  session.  Th.*n,  at  intervals, 
we  have  summary  sessions. 

I  oft.-n  nive  litth-  liv.‘-minnte  typ- 
in({  lednres,  and  I  |{.‘t  to^^.-ther  with 
my  stnd.'iits  to  work  out  playl.'ts  an.I 
.>th.‘r  devices.  'I'hese  devices  are 
m.ire  than  diversi.ms.  They  set  the 
ri^ht  psychoIoKival  utmosph.'re  and 
li.'lp  to  impart  nnderstandin){. 

On.'  devitf  w.'’ve  nx*d  is  .'siw- 
cially  appropriate  at  this  tim.-  of 
y.'ar.  Just  liefore  (ihristmas,  several 
of  .inr  more  uift.'d  stnd.'uts  nse.l 
colored  chalk  to  draw  a  Cdiristmas 
tr.'c,  with  detorative  halls  r.-present- 
iiiK  th.'  secrets  of  typin>{.  (.Sz-e  i//ii.v- 
tratitm.)  Each  hall  was  lala'led  with 


ices  Work  Best 

a  l.'tt.'r  or  l.-tters.  Ih.*  stnd.'iits  th.'ii 
^n.'sx'.I  what  .si'.iet  of  typing  skill 
t'ach  l.'tt.'r  stiHMl  lor.  It’s  stiinnlatin^ 
to  have  vari.'.l  res|)ons.'S,  so  we  l.'t 
E  stand  for  En.-r^y  as  w.'II  as  En¬ 
thusiasm.  \s  t'a.h  l.'tt.'r  was  ^ii.'ss.'.!, 
it  was  t'rasi'd;  th.'ii  th.'  wor.l  was 
written  .in  th.'  side  of  the  li.iar.l  s.i 
that  stnd.'iits  conl.l  lie  sure  they  ha.l 
it  in  th.'ir  not.'s. 

riiis  makes  an  excell.'iit  snininary 
lesson-and  a  y(.Mid  lirainstormin((  ses¬ 
sion.  I'ry  it,  and,  IM-Ii.'ve  it  or  not, 
your  own  students  will  come  up  with 
new'  ideaS'-or  at  l.'ast  liri^ht  new 
ways  of  I.NikiiiK  at  ol.l  oii.-s.  (My 
stii.l.'iits  lik.'d  the  tree  so  inneh  that 
they  niini.'o^raphed  it  lat.'r.) 

On  anoth.'r  .Mcasion,  I  used  a  .III- 
f.'rent  version  of  the  same  idea.  I 
drew  a  cake  with  eandl.'s  on  the 
hoard,  then  lalM-led  each  candle  with 
a  l.'tt.'r  of  the  alphaliet  coded  to  a 
X'cret  of  typing  skill.  As  the  stiid.-nts 
Knessed  I'a.h  I.-tt.'r,  w.'  "hlew  out” 
the  candl. — that  is,  w.'  i'ras«'<l  it.  Hy 
the  time  wi'  ha.l  arriv.'.l  at  th.'  last 
candl.',  we  had  woik.'d  up  a  lot  of 
.'X(  it.'in.'iit.  On.'  way  to  m.ik.'  this 
.l.'vic'  .'V.'ii  inor.'  appealing  is  to 
.l.'di.at.'  th.'  eak.'  to  a  sln.l.'iil  who 
has  u  hirth.lay  coming  np  in  th.' 


in  Typing 

n.'ar  hitnr.'.  It's  sniprisiny(  how  sii.h 
a  siinpl.'  .I.'vi.e  p.'ps  np  .1  class— 
an.I  in.'i.'as.'S  stn.l.'iits'  sp.-.'.h 

In  th.'  c.inrs.'  oi  .1111  stn.li.'s  oi 
typing  x'cr.'ts,  w.'  cinslantly  fonn.l 
that  th.'  live  senses  w.'r.'  involv.'.l 
in  th.'  I.'arnin({  pr.K.'ss.  So  on.'  as- 
siKiim.'iit  was:  'I'liink  out  th.'  ways 
in  which  th.'  fiv.-  s.'ns.'s  h.'lp  in  typ- 
in«. 

W.'  w.'r.'  In.ky  .in  this  .in.'.  Th.' 
yonn^  la.Iy  who  l.'.l  th.'  pr.'s.'ntation 
ha.l  lii((.  sparkliii)^  .*y.'S  an.I  a  wi.l.', 
.'h.'.'rfnl  sinil.'.  Sh.'  was  a  wond.'ifni 
illustration  of  .'iithnsiasm. 

III.'  .'iitir.'  .'lass  ha.l  Im'.'!.  ask. '.I 
to  .1.1  a. Ivan..'  i.'S.'ar.'h  on  this  snli- 
|.'ct.  Onr  Miss  d.  le.l  oil  ih.'  program 
hy  r.'a.lin)(  Irom  h.'r  own  pajM'r  on 
th.'  snlij.'.t  of  Si|(ht.  'Ih.-ii  sh.'  intro- 
dn.'.'.l  lour  oth.'r  stnd.'iits,  .'a.  h  of 
whom  r.'ad  a  paia({ra|ih  on  one  ol 
the  otli.'i  font  senses.  A  .lass  ilis- 
.'iission  follow.'.I. 

,MI  thex'  ideas  w.'re  hroimht  out 
hy  stn.l.'iits: 

TNi  nvi  SINSIS  IN  TTPINO 

I.  SICIIT.  I.K.IIII.M;.  Always  hav.- 
ad<-<|iiali'  lit^hlitiK,  iieillier  too  iiiii.  Ii  nor 
tfwi  hull'.  A  xifl  liKlit,  not  loo  liriKlil, 
will  hi  lji  you  lo  relax.  Overla-ad  fliior.-s- 
( f.'orif limed  on  fumt;  -V)) 
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\oiK.  Althoiinh  thin  artirlt’  m  unlirn 
friiiii  thf  instnuior')!  of 

t  iru  ,  it  has  iiofiliititutOH  for  off  hoIoh- 
tiiaiistiii»  tratlo'rs. 

DOKS  IODAY’S  iiixtiiictur 

r«-;illy  Iiav«'  t<»  liimv'lf  -and 

lii<t  (-oinM'-tn  his  sludiMits?  'Ihr  an* 
swrr,  of  roiiriw*,  is  a  r<‘soiin<liii){,  *’Y<‘S, 
ind*‘«*d.”  Maisi’d  on  a  flirt  of  coinic 
iNKtks,  tf'Irsision,  and  "hot  nHls,” 
tlii'M*  yoiiM^strrs  drniand  that  tlirir 
roiirsrs  Im-  srrvrd  up  with  lilxTal 
floM'S  of  |N’isoiiality,  hiiinor,  aiui  rn* 
trrtaiuinrnt.  Our  htMtiuinu  ri-ononiy 
and  iiiisrttlrd  tinu‘s  havr  pnMlucrd  a 
nrw  ty|M'  of  stiidriit.  Outwanlly  aK* 
Krrssivr  and  fiiianrially  indr|)«*n<h‘nt, 
hr  inwardly  hiiins  over  with  th<*  sainr 
old  iiriirosrs  and  srif-douhts  that  liavr 
pla^iH'd  Krorrations  of  rollr((r  stu* 
drnts  Iwfoir  him.  Hr  thinks  that  a 
rollr^r  (‘duration  is  tin*  most  impor¬ 
tant  tiling  in  thr  world,  y(*t  his 
psrnd(»-sophistiration  won’t  allow  him 
to  do  nmrfi  rrrativr  work  in  a  (sxirsr 
until  he’s  lirrn  "sold”  on  thr  idra 
that  thr  ronrsr  will  help  him.  Hr 
(sinstantly  nrrds  rrassnrams-  that  his 
liiKh  srhiHil  hnddy,  who  is  now  mar* 
ril'd  and  making  $|(M)  a  work  at  thr 
liMiil  rirrtronirs  plant,  will  rvrntnally 
K-^irt  not  (sillr){r. 

What  kind  of  sairsmrn  arr  wr,  and 
how  mnrh  infinrnr*  do  wr  havr  on 
oni  stinh’iits?  Some  stndit's  indiratr 
th.it  a  (sill(‘p‘  rairrr  hardly  (‘scr 
rhan^rs  a  stndi'iit’s  fnndainrntal  Ik*- 


lirfs  and  attitndrs.  Hnt  in  fivr  sears 
of  trarhinti  a  ronrsr  in  hnsinrss  rom- 
mnnirations,  I  hasi*  st-rn  ronsidrrahir 
rvidrnrr  to  thr  contrary. 

Of  all  thr  worries  IxithrrinK  (sillr^r 
hnsinrss  stndrnts,  th(‘  frar  of  failure 
on  thr  joh  heads  thr  list. 

Krrrntly,  one  of  onr  hotrl-manaKi** 
mrnt  cradnatrs  railed  to  inform  me 
that  he’d  just  iM-rn  fin'd,  .\pparrntly 
his  employ  rr  had  made  a  very  indis- 
rrrrt  remark  alMint  a  religions  Kronp, 
annoying  my  former  student  to  thr 
|Hiint  where  hr  t<ave  thr  Ixiss  a  piece 
of  his  mind.  Afti’r  promising  to  help 
him,  I  asked  if  hr  felt  any  hittrrness 
or  sense  of  failure.  He  replied,  "I’ve 
always  In'cii  afraid  of  somrthintt  like 
this  happrnintt.  hnt,  yon  know,  it 
didn’t  hurt  a  hit.  In  fart,  I  feel  rr- 
hrscd- even  kind  of  ulad  I  did  it.” 
This  laiy  now  has  a  mnrh  In-tter  posi¬ 
tion.  If  h(‘’s  harlxiritiK  any  fears,  hr 
^ivrs  no  indication  of  it. 

Expotur*  Leads  to  Immunity 

Last  spring  an  irate  mother  ap¬ 
proached  me  alMiut  an  advertising 
homework  assiftmnent  that  her 
daiiKhter  had  lM*en  f^iven.  It  involved 
random  phone  calls  to  15  people  in 
order  to  survey,  on  the  basis  of  (pies- 
tions  and  terhniipies  worked  out  in 
class,  thi'ir  television-viewing  habits. 
In  the  course  of  the  telephone  inter¬ 
views,  one  man  had  evidently  "gotten 
liesh"  with  the  yonn^  ladv,  and  two 
others  had  either  iKt'ii  rude  or  hung 


np  on  her.  Ihis  is,  of  course,  all  m  a 
day’s  work  tor  a  professional  pollster, 
rhe  upset  motla'r,  lumevcr,  didn’t 
want  tier  (hild  "expos<‘d  to  that  kind 
<»f  person."  At  the  next  me(‘ting  of 
the  class,  I  talked  with  the  girl.  She 
admitted  that  site  had  always  Im'i-o 
afraid  of  meeting  strangers  and  that 
the  exireriemt'S  on  the  t(‘l(‘ph«Mie  had 
temporarily  mmerved  her.  It  was 
clear,  however,  that  the  incid(‘nts  had 
simply  made  her  niore  determined  to 
overcome  her  prohlem  and  finish  the 
assignment.  This  girl  is  now  inter¬ 
viewing  strangers  all  day  long  in  the 
|)ersonnel  department  of  a  large 
plant.  She  thoroughly  enjoys  her 
w(»rk. 

Oollege  business  students,  like 
many  jieople,  are  confused.  Tbey’re 
told  that  bn.siiK'SS  wants  the  "all- 
around  man"  with  a  broad  scn  ial  and 
(‘conomic  (Mithnik.  Yet,  wben  the 
company  fx-rsoimel  recruiters  arrive 
on  till*  campus  (‘ach  spring,  they  talk 
in  terms  of  specifics:  What  have  you 
done?  What  can  you  do?  What  do 
you  ii'dnf  to  do?  I've  seen  what  a 
ti'rrifying  experience  this  can  Ik*  for 
a  stndi'iit  who  has  never  had  any 
contact  with  tin*  practical  business 
world. 

\(»w,  almost  every  large  company 
puts  its  college  recruits  through  some 
type  of  jimior-execiitive  training  pro¬ 
gram  Tlie  objectives  pr(K‘laimed  for 
these  ptogianis  ate  nsn.dly  varied 
and  impressive,  but  they  all  have  the 
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It  /n’lhrr  li  s  <lo(ir-t()-(lonr  srllirif'.  tt‘h‘i)horn‘  rrsrarcli,  or  an 
advvrtisitiff  <(inii>ai^n.  the  salesmanship  student  uho  nets 
first-hand  experience  nil!  n^tin  enthusiasm,  self-confideme 
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saiiH*  aiiii-to  tin*  n*cruit  poli.sli, 

and  familiarity  with 
the  "wavs"  «)l  tla*  cniiipaiiy.  Oiu-  «*t- 
t(‘(-tivt‘  t«‘('lmi<pir  is  having  afti-rlioiirs 
‘‘hrainstormiii)'”  sessions  in  wliuh 
t-ninpany  rt'criiils  l(‘arn  tn  think  l>y 
thiashinf{  out  nirmit  prnhh'ins  that 
fail*  thf  film.  I  h<*  tn<»st  snci  rssfni  of 
thi’sr  train^n^  programs  st'cin  to  havr 
four  hask-  i(l<‘as  in  (-oninion;  (  I  )  ti  ll 
thf  stiidfiits  ho\\  it’s  doiif  (or  lias 
iM-fii  doiif);  (2)  slum  tiu-in  h<iw  it’s 
doiif;  (3|  havf  thf  in  tfll  ijtm  how 
it’s  doiif;  and,  finalU .  (  t )  haw  th«‘iii 
ilo  it  tfifms«-lv€*s.  'I’hf  first  tlirff  klfas 
are  prohalily  standard  in  most  follf({f 
hnsiiifss  fonrs<‘s.  Ilavin^  stiidfiits  <lo 
it  thfms«‘lvfs  is  a  fonsid(*rahly  morf 
fontrosf rsial  approach. 

Having  thf  stiidfiit  do  it  isn’t  a 
nc'w  fciiiffpt,  hy  any  nifans.  SficMifc* 
course's  have*  iM-fii  tanuht  most  c-ffcf- 
livfly  in  the*  lalMiratory  for  fjcMifra- 
tions.  Soiiif  institutions  have*  rfjfctc'd 
this  hasif  idea  for  Imsiiifss  course's 
iM'e-anse*  it  siii.ecks  of  tfie-  vcKatioiial  eir 
traeh'  scfioeil,  othe-rs  claim  that  it  in- 
te-rfe'rc's  with  tfic  normal  class  routine'; 
still  othe'rs  have  trie-d  it,  only  to  have 
it  fail  iM'c-anse'  of  p<Mir  plannin({.  Ic'th- 
arKV  on  the-  p.irt  of  the*  faculty,  eir 
any  of  sc'vcral  other  re'asons.  Whe'ii 
prerpc'rly  hanclle'd,  however,  tfu'  do-it- 
yonrse'lf  phase*  can  lie*  the*  most 
dynamic  and  rt'wardiiiK  phu.se  of  a 
student’s  hnsincss-colle^e  ciirrifiihmi. 
It  can  help  tfic  instructor  “se'll"  his 
course'  on  the?  basis  of  relation  to 


le'.ihty.  .More*  impoitani,  it  acts  as  a 
c  hallf iiKe*  to  the  stnch'iit. 

In  my  salesmanship  elasse's,  two- 
man  stndeni  teams  carefully  select  a 
priMliiet,  the'ii  .S|>e‘ncl  se'se'ii  we-c'ks 
se'llin^  it  on  the-  outside'.  In  addition, 
the‘>  are  responsihle  for  a  we-e-kly 
sale-s  lepoit,  re^'iilar  classwork,  a  term 
pape-i,  and  onisiele-  re-adiiiK.  laist  ye-ar, 
a  man  ic'd  student— w  ho  was  also  a 
kore-an  \N'ar  ve-t— came-  up  alter  class 
and  stale-d  hhmtis  that  he-  diehi’l 
hase-  time-  to  (40  out  se'lling;  that  he* 
w.is  an  e*m4ine'ei  iii^  stode-nt  who  fiad 
I. ike'll  niv  eeinrse-  only  as  an  e-le*c1ive*, 
and  th.il  he  fe-lt  he  had  ple-nty  of 
self-confide-nce-.  Ihe-ie  was  no  elispnl- 
in^  his  final  point;  howe*M-r,  I  stron^^ly 
sm4)4e-ste-d  that  he-  try  se-llint4.  During 
the-  df-siunati-d  se-lhn(4  iM-rieMl.  he-  sold 
more-  th.in  10  Ktoss  of  a  small,  rotating 
plastic-  knife  shar|>e*ne-r  He  also  ele- 
cicle'cl  that  the-  field  for  him  was  sale's 
e-n(4ine*erinK.  Kvery  time  I  shai|)e*n 
knive'S  for  my  wife,  I  wonele-i  liow 
he-’s  dointe.  (I'h  huh,  he-  sold  me  one-, 
too.  I 

Last  spring,  a  pnhiie-re-lations  exee- 
iitisee  who  addresse-d  a 


se-niors  in  IMt  ^aiiie-d  a  fasorahle-  ini- 
pre-ssion  of  eolle-(4e-  stnd<-iits  that  he- 
clainis  fie-  won’t  loiKe't.  lei  ilhistrate 
a  point  in  his  talk,  the-  exe-entive  rr- 
le-rre-d  to  a  re*e-e'nt  ma^u/.ine  uitiele 
hy  a  le-adiiiK  traele-  jonrnul  in  the 
fii-lel.  One-  of  onr  stiide-nis,  who  had 
re-ael  the  same  aitiele-  lor  a  class  re¬ 
port,  disa)4re-e-d  with  some-  points  and 
c-nt4a(4e-d  the-  spe-ake-r  in  a  polite*  hot 
spirite-d  de-h.ile*.  \e-e'dle-ss  t<i  .say, 
e-ve-n  the-  liovs  in  the-  h.ie  k  low  sta^e-d 
awake*  while-  this  w.is  ^oin^  on.  I  he- 
same-  i'lt  class  condiicte-d  .’>0  pe-rsonal 
inle*ivie-w s,  e-ach  ol  them  ele-alin^  with 
e  ilhe-r  the  re*tail  hiisine'ss  sitii.ition  01 
the-  pnhlii  -schiMil  prohle-ni  in  the-  in¬ 
ti -rvk'we-r’s  own  town.  Afte-r  lahiila 
lin(4  tlie-ir  aiiswe-rs,  ifie  sinele-nis  wrote- 
pre-ss  re-le-ase*s  ein  ihe-ir  fineiiiiKs  and 
se-nt  copie-s  to  the-ir  leK  ul  pa|N*rs.  0\e*r 
7")  |M*r  ce-nt  eif  the*  artiele'S  we-re-  piili- 
lishe-d,  and  one*  leery  was  aske-d  to  inn 
lor  Ids  liNul  mImioI  iMiard  .it  tfie-  ne-xt 
e-|e*e1ion. 

.Most  |>e-ople-  think  of  adveitisiiiK  in 
sue  h  eone  re*te  foinis  as  TV  s|H*e1acn- 
lars  and  cedorfiil  l.iyonts  m  ma)4a/me*s 
like  l.lfu.  T Tie-y  don’t  stop  to  re-ali/e; 
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•hilt  MitnroiK*  first  fiacl  t<j  s<?ll  tfie 
a(iv«*rti»ifif{  spaci*  or  liirie.  Not  lofi^ 
aKo,  till*  iliairinaii  of  tlu*  Heart  FuikI 
ilrive  ill  a  riearhy  town 
tliat  oor  advert isiii((  students  try  to 
^et  tfie  liMal  merchants  to  underwrite 
tfie  Heart  Fund  advertisin)(  in  th<* 
town's  wiM'kly  paiM'r,  Tfie  students 
entereiJ  into  thi*  spirit  of  tfie  project 
iinil  pot  it  over.  KacJi  of  them  re¬ 
ceived  a  tfiank-yon  h*tter  from  tfie 
mayor,  and  tfie  colle({e  iNMiefited  liy 
some  line  pnhlii-ity.  More  important, 
a  Imy  who  had  lM*en  just  “KcttiiiK  hy" 
seemed  to  find  a  ni'w  interi'st  in  tlie 
course  and  linislied  the  term  with  a 
UoikI  ^rade. 

Tfie  stnify  of  radio  commercials 
tiMik  on  new  dimensions  when  the 
class  ;<iivide<l  into  committi'es  and 
pnxlnceil  their  own  sales  inessaKes - 
complete  with  sound  cfi(*cts— on  a 
ta|M'  recorder.  Another  advertising 
({ronp  arranyted  with  the  Amcriciin 
AssiK'iation  of  Advertising  A^fticies  to 
set  np  a  campus  advertising  forum 
and  workshop.  'I'hey  had  the  joh  of 
arran^iiiK  a  program,  ^ettiiiK  s|M-akers, 
piomotin^  the  event,  and  workin){ 
with  the  faculty  and  administration. 

A  marketing  Kroiip  priMiuced  its  own 
S-mm.  color  film  showiiiK  tlu*  step-hy- 
step  priM'ess  of  a  car  Inuii^^  asM'inhlcd 
and  dclivercil  to  a  cu.stomer. 

In  an  effort  to  com|M-te  in  the  joh 
marketplaci*  with  students  from  In-t- 
ter-known  colleges,  our  hotel  and 
restaurant  students  annually  present 
an  event  entitled  “Itestaurant  for  a 
Day."  'file  affair,  which  has  an  at¬ 
tendance  of  over  four  hundred,  is 
financed,  planned,  anil  o|><-rated  hy 
students.  It  csinsists  of  a  trade  show, 
ciK-ktail  party,  l>an<|uet,  dance,  niul 
entertainment  for  hotel  and  restaurant 
executives  and  for  ix'ople  in  allied 
fields,  as  well  as  for  students’  parents, 
'lo  a  Kreat  <*xtent,  its  suctvss  or  fail¬ 
ure  is  de|M‘niIent  on  a  student  iMiard 
of  directors  who  meet  to  make  plans 
onif  a  w'lM'k  throughout  the  year. 
Last  year’s  program  more 

than  all  throiiKli  stiiilent 

ticket  sales.  (Certainly  many  valuahle 
joh  (-ontacts  have  Imm'ii  made  hy  stu¬ 
dents  who  s<‘ll  tickets  to  |><‘ople  in 
the  hotel  hu.siness. 

1'his  priK-ess  of  (tettin^  a  student 
out  in  the  field  and  havin^  him  "do  it 
himself’  has  two  sides,  of  coursi*. 
There  are  many  pitfalls.  I'niess  the 
instructors  are  enthusiastic,  and  un¬ 
less  they  understand  what’s  KninK  on, 
nothing  very  much  will  hapiXMi.  Goals 
must  Im*  realistic  and  clearly  sixdled 


out.  Instruciors  must  ^ive  con.stant 
motivation  and  inspiration  to  encour- 
aK(‘  falterini{  students.  The  mechanics 
and  techni<|ues  should  Im*  worked  out 
to  the  last  detail  in  class  iM'forehand. 
(mkmI  films,  sp<*akers,  intraclass 

conipi-tition,  promis<*s  of  rt'cii^nition 
-all  these  help  to  huild  initial  enthu¬ 
siasm.  The  prohlems  of  transixirtation 
and  field  su|M‘rvision  must  Im*  met  and 
solved.  Simple  hut  complete  records 
and  forms  are  nec(*ssary  for  evalua¬ 
tion  of  actual  student  |M-rformance. 
When  the  student  is  reipiircil  to  fill 
out  forms,  instructors  should  Kive  a 
M’t  of  due  dates  in  advanct*  anti 
shoultl  adhi*re  to  them.  They  should 
dt*al  with  any  si^ns  of  student  resist¬ 
ance  fairly  and  promptly. 

What  are  tin-  tan({ihl«*  lH‘nf*fits  of 
such  a  program':' 

•  It  •<  student  somcthin^  in¬ 

teresting;  and  different  to  talk  alMiut 
in  a  joh  interview.  'This  alone  can  y;iv<‘ 
him  mort*  poist*  and  conlid<*ncc. 

•  It  shows  till*  student  that  there 
is  a  world  of  dilierence  lM*twi*t*n  just 
m<*mori/.inK  the  rules  for  condui-tin^; 
a  mark(*t  survey  and  actually  plan- 
iiiiiK  and  takin^  part  in  one. 

•  It  hriny;s  alMiiit  a  di*cidcd  im¬ 
provement  in  stu<lt*nt  writing  and 
s|M*akinK  hahits. 

•  Most  students  develop  a  keen 
intf*rest  in  field  work  and  enjoy  re¬ 
porting  on  it.  Gommunication  is  no 
longer  an  (*nd  in  itself,  hut  a  nu*ans 
to  an  end.  fiecause  students  are  full 
of  thi*ir  suhject,  i<l<*as,  words,  anti 
phrasf's  flow  tpiickly  anil  naturally. 

•  Through  actually  "tioint;  it,”  stu- 
ilents  learn  to  work  i*Ht*ctively  in 
committi*cs,  plan  tht*ir  time,  anil  ac- 
ci*pt  responsihility. 

•  Most  collene  students  are  some¬ 
what  naive.  It’s  an  eyi*-o|M*ner  for 
them  to  meet  people  with  totally  ilif- 
ferent  concepts  from  the  ones  they’ve 
always  had  (and  thought  everyone 
else  had). 

•  It  y;ives  students  a  chaiict*  to  test 
classriMim  theory  while  it’s  fresh  in 
their  minds. 

•  For  the  instriii-tor  who  li>i*ls  that 
qui/.  Krailes  and  class  recitations  are 
not  en(Mii;h  for  fair  evaluation  of  a 
stuilent’s  progress,  it  provides  another 
measuring;  device. 

S'atum’s  linsitu’ss  prediiis  that 
there  will  Im*  fi(H),(MK)  studi*nts  en¬ 
rolled  in  our  hnsini*ss  colleges  in  I97(t 
— tvviit*  the  numlM*r  we  have  tiMlay. 
“l)o-it-yoursi*lf’’  ti*chniques  may 
help  higher  eiluiation  to  iiM‘i*t  this 
challeiiKe. 
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UNIFORM  EXAMINATIONS 

(Continui’il  from  jHige  22) 

(xamiiiutioiih  arc  Ix-ing  taken.  For 
tyiH'writing  exams,  the  numlHT  of 
testing  s(‘ssiuiis  will  of  iu‘ct‘ssity  Im? 
regulated  by  the  inimlMT  of  typing 
rooms  available.  Transcription  exam¬ 
inations  may  Ire  conducted  completely 
in  the  typing  room,  or  they  may  Ik* 
started  in  a  rinrm  W'ith  regular  desks 
and  then  finished  in  a  typing  r(M)m. 

MATFKIAI.S.  All  materials  that  will 
Ik*  needed  should  Ik*  on  hand  well  in 
advance  of  the  examinations.  Such 
materials  can  he  placed  in  enveh»iK*s 
or  can  Ire  distributed  to  the  prcKtors 
when  tliey  call  tor  the  exams. 

In  iMMrkkeeping,  it  may  Ik*  necessary 
t(r  consult  each  teacher,  In’caiist;  the 
several  vari<*ties  of  pa|K*r  used  in  the 
department  will  necessitate  a  knowl¬ 
edge  of  the  specific  variety  with 
which  each  student  feels  most  at 
home.  True,  the  students  should  Im* 
able  to  adapt  themselves  to  any  vari¬ 
ety  of  paper  that  meets  the  refpiire- 
ments  of  the  business  world,  hut  the 
examination  is  not  designed  to  test 
this  skill.  'I'Im*  t(‘acher  has  other  means 
of  doing  this  and  should  not  unnerve 
students  at  exam  time  hy  confronting 
them  with  an  unfamiliar  type  of  pap«-r 
and  a  proctor  who  generally  knows 
ncrthing  alr<iut  iMrokkeeping,  not  even 
the  difference  lr«*twi'en  journal  and 
ledger  |raper.  To  avoid  any  confusion 
that  may  result,  it  may  Ik*  desirable  to 
have  each  student  assc'inhle  a  set  of 
papers  and  forms  for  the  teacher  to 
collect  and  insert  in  the  packets  Im*- 
fore  the  exam.  These  can  th<*n  Im*  dis¬ 
tributed  to  the  students  at  t*xam  time. 

One  might  go  a  ste])  furth(*r  and 
have  the*  students  set  np  all  of  their 
ledgers  and  joiirnals-ineliiding  col¬ 
umn  h<*adings— in  advance  of  tin* 
(*xamination.  The*  stiidc'iits  will  Ik! 
saved  time  at  the  c*xamination,  and 
the*  de|)artment  office  will  lx*  sparc-d 
the  need  for  having  reams  of  various 
typ<*s  of  paper  in  the  examination- 
head(piart<*rs  rcKim,  It  should  lx*  re- 
m»*mlx-rc*d,  however,  that  each  tc*acher 
should  lx*  give*!!  ample  notice  of  the 
pap<*r  re(piirem<*nts;  a  follow'-up 
should  lx*  macie  to  s(*e  that  such  work 
is  not  left  to  the  last  minute  and  that 
sc'ts  of  the  pa|K*rs  and  forms  are  ar¬ 
ranged  for  ixissible  absentees. 

DFTAII.S.  Kaeh  teacher  should  lx* 
told  of  the  rcxHiis  to  which  his  stu- 
(h*nts  are  to  re|K)rt  for  the*  examina¬ 
tions.  T  his  should  l>c  done  at  an  early 


date,  so  that  for  sc*veral  days  he*  will 
lx*  able*  to  write  on  the*  Ixiard  the 
t*xam  date,  time,  and  nxtm  nuinber. 

In  this  way,  all  students— <*v«*n  those* 
absent  on  one  d.iy— will  know  th(*se 
necessary  det.iils.  In  .iddition,  .1  copy 
of  the  rixmi  assignments  should  lx* 
|X)stt*d  on  tlx*  bulletin  Ixiaid  inside* 
the  dc*partme‘nt  office. 

Twe)  additional  sngge-stieins  sheiiilel 
lx*  made  at  this  ixmit.  The-  first  of 
these  ceincerns  sending  e*aeh  te*acTx  r  a 
neite  indicating  the*  sc-e>|X-  etf  weak  that 
will  I  x*  ceivered  by  tlx*  examin.itiems. 
TTxxigh  the  teaelx-rs  have*  sh.ireel  in 
framing  the  epiestieips,  tlx-y  may  ixit 
re*call  tlx*  snbj(*et  matte*r  late*r  in  tlx* 
t(*rm.  The  s<*c(mxI  sngge*stiem  eeinee*rns 
giving  t*aeh  te-aeher  a  eeipy  eif  the*  ex¬ 
amination  that  his  stneh*nts  are*  tei  take*, 
with  tlx*  ide*ntifying  ca|)tions  ri*me>ve*el. 
This  will  eliminate  surprise*  anel 
should  re*duee*  late*r  eiitieism. 

As  a  pre*eaiitionary  ine*asnre,  the* 
sn{x*rvise)r  might  submit  ter  e*aeh  te*aeh- 
e*r  twei  brie*f  epie-stions,  re*epiiring  but 
a  minute*  fe»i  answe*ring.  The*  e|ne*stie>ns 
are*:  “Diel  you  have*  a  ehan<*e  tei  in- 
spe*c*t  the*  draft  of  this  te-rm’s  nnifonn 
examination  for  your  elasse*s?’‘  anel, 
“Have  you  rec*e*ive*d  eopi(*s  of  last 
tc*rm’s  uniform  e*xaminatie)ns  te>  dis¬ 
tribute  to  your  classe*s?” 

One*  matter  that  shonlel  lx*  ele*eiele*il 
by  tlx*  de*partme*nt  he*ael  be-feire*  ex¬ 
amination  davs  is  wlx*the*r  eir  not  lx* 
wishe*s  to  have  his  office*  se*e*re*tarial 
staff  on  eluty  during  the*  f*xamination 
periexl.  There  are*  valiel  re*avins  Ixith 
for  and  against  this  praetie-e,  but 
whichc*v<*r  way  lx*  de*e  iele*s,  lx*  slxxild 
make  arrange‘me*nts  ahe*ad  of  time*. 

FHOBI.KMS.  F.ve*ry  preible*ni  that  is 
likely  te>  arise*  cannot  lx*  tre*ate*el  in 
this  s<*rie*s.  Se*ve*ral  spe'cial  |)roble*ms 
will  lx*  (*e>ve*re*d,  howe*ve*r,  to  slx»w  tlx* 
re‘ade*r  the  nuiix*rons  |x»ssibilitie*s  anel 
the*  ne*e'f|  for  eonside*ring  many  fac  tors 
lx*fore  arriving  at  a  de*finite  solution. 

The  epH*stion  ofte*n  aris4*s:  .Should 
all  the*  e*xaminations  for  one*  depart 
me*nt  lx*  give*n  at  the  same*  time*?  This 
ieie*a  is  nsiially  impractical,  since*  far 
tex)  many  stude'nts  have  to  re*[M)rt  for 
trxrre  than  otx*  e-xarninatiem  in  the*  de- 
partme*nt.  The*n,  slxrnlrl  all  e‘xarnina- 
tierns  in  otx*  snbjeet,  such  <is  Ixxik- 
ke*eping,  lx*  give*n  at  the  same*  tirrx*? 
The  answer  will  de*[x-nel  on  the  mitn- 
lx*r  eif  classe*s  ter  lx*  act*<itnmexlate*el.  If 
the  nnrnix'r  is  rxrt  nnwie*ldly,  the* 
answ't*r  is,  yc*s;  otherwise,  it  should 
rxrt  lx*  atte‘rnpte*cl. 

What  shexild  lx*  doix*  in  tlx*  case* 
of  a  studc*nt  who  has  texr  many  ex¬ 


aminations  stTx'elnle*el  for  exu*  day? 
This  canixrt  lx*  answeit*d  in  geix*ral 
te*inis,  lor  t*aeh  case*  must  lx*  jixlgt*tl 
on  its  e)wn  mt*rits.  Tlx*  tlt*un  or  the 
gnitl.inet*  eonnst*lor  might  lx*  enn- 
snltt*d  in  this  instant*e,  in  ordt*r  to 
gain  an  nnde*rstancling  of  the*  stixle'iit's 
baekgromxl  anel  abilitie*s.  .\s  a  re*snlt, 
lx*  might  lx*  e*xense*d  from  e*\amina- 
tions  in  the  snbje*ets  in  which  he*  is 
doing  his  lx*st  wexk;  ex  sexne*  otlx'r 
arrange*ine*nt  might  lx*  wexke*el  out. 

Wh.rt  alxxit  the*  prextexs  assigne*c1 
ter  the*  ele'parlme*nt-mnst  we*  aeee*pt 
tlx-in?  .Snp|X)se*  some*  of  the*m  .ire*  unlit 
for  such  an  assignment?  .\  epie*stion 
sneh  .IS  this  must  lx*  jnelge*el  on  the* 
b.isis  of  the*  stnele*nts’  we*ll.ire*.  The* 
ele*p.irtme*nt  Ix-ael  should  not  he*sitate* 
to  take*  up  the*  matte*r  with  the*  prinei- 
p.il  or  with  his  ele*pnty  in  eh.irge*  of 
.issigning  the*  prex  texs  il  any  ehifienlty 
.irise*s. 

T'KST'  DAY.  The*  el.iy  of  the*  e*x.imin.i- 
tions  is  a  eritieal  one*  from  tlx*  st.nxl- 
point  of  inte*rn.il  "public*  ie*lations.” 
This  is  the*  time*  whe*n  the*  e*ntire*  lae*- 
nlty  ge*ts  a  glimpse*  eri  what  is  going 
on  in  the*  bnsine*ss  e*ehie'alion  ele*part- 
nx*nt;  jnelgme*nts  will  lx*  fexnx'd  exi 
the*  b.isis  of  wh.it  is  se'e*n.  All  e  xamina- 
tion  i*nve*lope*s  should  be*  in  tlx*  e*x- 
amination  he*.ide|n.irte*rs  we  ll  ahe*ael  of 
time*.  TTx*y  should  be*  airange*el  in  a 
syste*matie  m.inix*r,  so  that  proe  tors 
can  obtain  the*  p.epe*rs  epiie  kly.  ( >i 
eonrse*,  e*aeh  prex  tor  is  e  ntitle*!!  to  a 
e*ordial  gre*e‘ting. 

The*  snpe*rvisor  might  arrange*  to 
have*  one*  !le*partiix*nt  me*mlx*r  e*x- 
eiise*el  from  prexterring  in  errele*i  to 
assist  in  the*  elistribniion  eri  the*  e*x- 
ariiiiratiern  e*nve*|(rpe*s  err  ter  make*  any 
last-irrinnte*  airirirune-e*mi*nts.  The*  ele*> 
paitme*nt  lie*ael  slieriilel  lx*  iir  tlx*  e*x- 
anrinatiern  he*aelepiarte*rs  ex  in  anirtlre*r 
ele*signateel  place*,  elniing  the*  e*xamiira- 
tierii,  iir  the*  e*ve*irt  any  e|ne*siiirn  e.ills 
ferr  his  cle-eisiern.  Of  eernrse*,  this  elex’s 
irert  nre*an  he*  sixriilel  nert  sii|x*rvise*  the* 
prex'terriirg.  Me*  sixrnlel  averiel  iirte-rinpt- 
iirg  any  class,  herwe-ve-r,  anel  sixrnlel 
|rre*ve*nt  erthers  frerm  eleriirg  ser. 

With  an  aeleepiale*  supply  erf  sntpins 
e|ue*stiern  she*e  ts  ern  hand  anel  e*tteriigh 
blank  p.i|X*r  of  various  ty|X'S  ter  answe*r 
a  elistre*ss  call,  tlx*  e*xaiirinatiext  se*ssierit 
slxriild  preK'e*e*ei  snxxrthly.  At  tlx*  e*ixl 
erf  tlx*  e-xumiiratiern,  tire*  sn|X*rviserr 
sheriilel  ae  e  e*pt  the*  pa|X*rs  e  ernrte*ernslv. 
If  (xrssible*,  he*  riright  elicit  casually 
frerttt  the  (rrex  tors  the*  re*aetietirs  erf  the* 
stixle*rrts  ter  the  te-st  aitd  the-ir  erwir  re*- 
aetiertrs  ter  tlx*  irrextetting. 

(To  Itr  r  t no  lulled  fu  xt  luoulli) 
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AUTHOR'S  NOTE 

III  till*  lii^il  arlicli'  of  M'rirs.  I 
ili*«('ril>i'il  till*  liiitii'x  III  till*  lirpait- 
ii)i-iil  liiMil  (fliiiiriiiitii)  ill  till*  Ni*w 
York  Oily  lii){li  mIkmiIs,  {Hiiiiliii);  out 
llial  Ins  principal  Iniictioii  is  to  iiii- 
provi*  iiislniclioii  ami  to  ciicoiiia^c 
Icaclicrs  to  ){iow  piolcHsioiially.  I  llicii 
ilcscrilM'il  one  ol  tin*  inclIioiU  that  tin* 
cli.iirinaii  uses  to  i  lli’cl  iniprovcincnl 
in  insirnction  oliM*rvalion  oi  Icaclicr 
|H‘rioiinanct*  in  tin*  clasMiNiin-anil 
picM'iili'il  a  nninlH‘r  oi  cKccrpIs  Iroin 
oliM-rvalion  n-iHirts  iii*alin(4  with  sliorl* 
ImiiiI.  I  liis  aitii  Ic  ilcaU  willi  lypeu ril¬ 
ing.  A  liiid  slalcnicnl  of  tin*  Icaclicr's 
clasHriHiin  piactici*  is  followi*ii  liy  coin- 
iiicnls  from  tin*  oliscrvation  report. 

OI.  AS.SItOOM  IMt  AC  i  ICi:;  T hr 
Iritt  hrr  ilitl  not  slair  thr  aim  ttf  ihr 
Irwan  rlrathj. 

KKi'Olt  I  (  OMNir.N  i  I  Stale  >0111  aim 
fill  eai  li  pait  ol  tin*  lesson  nioie  cleai- 
l>,  so  llial  sinilenis  knoss  exactly  uiial 
is  liemanileil  ol  tliem  anil  wlietliei  or 
not  llie\  liavi*  sncceeileil,  V\’as  tlie 
limcil  writing  lor  s|h*iiI?  Accuracy? 
reclini<|ne?  Nolllin^  was  sail!  until 
alter  the  test,  Stniieiils  slionlii  knovs 
nnmislakalily  hrforr  an  activity  the 
exact  crileiia  >011  si*t  np  lor  success. 
In  this  way,  yon  anil  they  will  In-  ahle 
to  evaluate  the  quality  of  their  wink. 

(I'.xtTrftln  from  auothrr  n'/unt  dral- 
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inn  ti  lth  thr  same  prartirr  rrad.j 
We  a^tieeii  in  onr  |N»slohserv.ition 
l•onference  that  the  |i*sson  conlaineii, 
in  reality,  three  si-parate  and  liislinct 
topics  or  snhiessons.  'I  his  is  ollen  a 
hi('hly  desitahle  pnM-eihire  lor  in- 
tioiincin^  variety  into  a  lesson,  pie- 
venliiiK  iNireiloni,  and  piovidin^  tin* 
means  and  oppoitnnily  ol  si-cniin^  the 
interest  and  p.iiticipation  of  all  the 
students  in  the  cl.iss  dining  the  conise 
ol  a  peiiod.  It  is  vitally  im|Nntant, 
however,  when  snlNliviihn;(  a  iN-riml 
into  a  nnmlM‘r  of  disi-rete  topics,  to 
orient  the  class  in  regard  to  e.ich  topic 
—that  is,  stating  the  ohjcitives  very 
clearly  loi  each  part,  so  that  there  is 
no  donht  as  to  the  outcomes  desired- 
anil  Kive  the  cl.iss  an  oppoitniiity  to 
evaluate  itsell  in  teims  ol  these  oliji-c- 
tives.  (ionsislent  attention  to  this 
pr.ictice  will  help  develop  in  onr  stn- 
dents  a  sell'Ciitical  and  sell-evahiative 
attitude.  For  instance,  what  was  the 
pni|Ntse  in  assiunintt  three  letteis?  I'ro- 
dnetion?  I'loper  form?  l‘riNilreadin(t? 
'rechniqne?  What  was  the  pnr|Nise  of 
the  intriMlnctors  drills?  Warmup? 
Spi*etl?  rechniqne  review?  What  was 
the  pnr|Ntse  of  the  mimiM-r  drills? 
SjNHtl?  (■orri*ct  fin^erin^?  'I'spiiiK 
mirnlN-rs  h\  touch?  The  class  did  not 
know ! 

(;l,ASSK<M)M  HKA(  TICK:  A  third- 
trim  tif/dufi  riass  inaofirad  in  iirmirn 


nndrr  dirrrt  traihrr  nmtrol,  all  stn- 
drnts  rradinn  ahmd  as  thrtj  maikrd. 
KKPOIt  r  COMMK.M  :  At  this  |N)int 
in  the  teini,  ry|)e  students  should 
|>riM)liead  entirely  hy  themselves,  with 
no  assistance  Ironi  the  teacher.  Stress 
at  every  op|Natnnity  the  necessity  lor 
art'iiratc  proolreadin^,  and  mention 
the  fact  that  yon  may  check  their 
|>.ipers  .mil  assi-ss  a  donhie  |N*n.ilt\  lor 
incorrect  proof  reading. 

CI.ASSItOOM  IMtACT  K  K:  Stndrnts 
proofrrad  thrir  nri^hhins'  ftaiirrs. 
HKI»<)HT  COVIMKNT;  We  agreed  at 

onr  conlerence  that  it  is  prelerahle  toi 
students  to  pimilread  their  own  p.qM*rs 
lather  than  their  classmates'.  As  yon 
know,  priNiIrcading  is  an  integral  p.irt 
ol  the  typing  priness,  and  we  should 
train  onr  students  in  it  from  the  outset. 
Students  should  also  In*  held  respon- 
sihle  lor  their  errors  in  priMiire.idmg, 
conscipiently,  we  assign  a  donlile 
penalty  loi  the  eirois  th.it  students 
oveiliNik  .mil  teachers  find  in  any  snh- 
seqneiit  checking.  It  is  dillicnlt,  how¬ 
ever,  to  hold  students  rcs|N*nsihle 
when  they  mark  someone  else’s  paper. 
In  addition,  the  diagnostic  lN*nefit  of 
marking  one's  own  pu|N*r  is  lost.  Stu¬ 
dents  cannot  discover  the  errors  that 
they  tliemsi-lves  make  re|M‘atedly  (lor 
instance,  raised  capitals,  omission  of 
letters,  inciirriH-t  spacing  alter  pnne- 
tnation  marks).  It  is  also  necessary  to 
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11‘tiiiii  pajM^rs  tltat  yon  toniMl  vvi-rt* 
IHMirly  proofread.  Students  are  con¬ 
strained  to  work  more  carefully  and 
accurately  wlien  they  know  that  the 
teacher  may  actu.dly  (heck  their  pa- 
|H‘rs.  When  ri'tiirniiiK  p.i|M-rs,  discuss 
them  individually  with  each  student, 
pointing  out  the  errors  and  siit'^estinu 
methods  of  improverruMit.  In  this  ssay, 
sou  Ix-tome  acquainted  ssith  your  stu¬ 
dents;  and  you  can  ssork  individu.dly 
ssith  |)oor  proofreaders. 

CI.ASSKOOM  PRAC  IICK:  Hir 
(rat  tu  r  did  not  providr  the  i  lass  n  ith 
lli4‘  (inidina  schrduU'  ti>  hf  iiwil  ftir 
prtHtfrcading  and  nttirkina  a  n'ttain 
proh/em. 

liKFOHT  COMMKM:  You  di<l  not 
tell  y<mr  class  th.it  the  ssoik  w.ts  to  Im‘ 
i'l.ided  or  how  it  was  to  Im*  graded; 
neither  did  you  stress  the  need  for  ac¬ 
curate  and  careful  priMtfreadin^.  It  is 
essential  in  all  ty|M'ss ritint;  ssork  to  Ih- 
Uraded  th.it  the  class  knoss  precisely 
the  marking'  schedule  to  lx-  used,  in- 
chidiiiK  the  douhle  penalty  for  over- 
l(Mikin(;  errors.  Self-evaluation  ,ind  self- 
criticism  arc  an  inte(;ral  pait  of  esery 
ts |>ew  ritiii)'  lesson,  and  the  cl.iss  must 
Ih  ^iven  .dl  the  neicssaiy  infoim.ilion 
iH'foreh.ind,  if  they  aie  to  evaluate 
their  own  p.i|M‘rs  pro|M'rls. 

f;i.  ASSH(H)M  Hit  AC  I  ICi:;  I  Ur 
h  iu  lirr  idatitird  tUr  Irsson  ten/  tarr- 
fnlhj  and  aritif  ipatrd  all  diffu  tdlirt. 


RKHOHI  COMMKM:  V  our  reviesv 
of  letter  placement,  letter  arraiuje- 
ment,  use  of  punctuation  in  the  inside 
address,  and  line  sp.iciii)'  svas  hrief,  to 
the  |Miint,  and  cle.u .  I  especially  ss  ish 
to  commend  you  for  anticip.itiii^  dif- 
fidilties  in  the  line  sp.u  iii)'  of  the 
closing;  hy  pl.icintt  a  iiuHlel  of  the 
correi  t  closiii)^  on  the  hl.u  klxi.ird  and 
(loin^  user  it  in  some  dct.iil,  impress¬ 
ing  on  your  (lass  the  pro|H-r  method 
of  tspiiiK  this  im|Hittant  p.ut  of  the 
letter.  Your  refereiu  e  to  diffi(  iilties 
th.it  students  in  sour  oth(‘i  cl.isses  en¬ 
countered  and  your  desiie  th.it  your 
present  cl.iss  avoid  them  ssere  ssell 
t.iken  .iiid  ssell  piesentcd. 

CI.ASSHOOM  HHAC  I  ICK:  I  Ur 
Inn  Urr  insisirti  on  loin  U  /i/pen  riling 
ilnriiin  lUr  inilial  sirokiitu  prailnr 
n  Udr  ftrru'iilinn  s/'i  rral  nrtt  krifs. 
KKHORT  COMMKM:  When  mtro- 
dueiiiK  new  keys,  allow  yiiir  students 
to  liMik  at  their  iii.u  liines  sshile  tspiii^ 
the  first  line  or  tsso.  Iliis  priHcdnie 
svill  enahle  them  to  visii.di/e  the  key 
liK.itions.  We  should  enlist  as  iii.iny 
senses  .IS  jHissihle  in  te.ichinu  ness  keys 
or  techni<|ues.  After  the  initi.d  strok- 
in>4.  howevei,  insist  on  .1  leliun  to 
tou(  h  typintj,  as  we  discussed  .it  our 
conference. 

CI.A.SSK<H>M  HHA(,IK;K:  Tin  Us 

uni  drauU‘  d,  lUr  i  lass  u  orki  d  shin- 

UisUUi. 


HK.HOH  I  COMMKM  :  I  ry  to  net  a 
little  more  snap  into  the  lesson.  Most 
of  the  inniedients  foi  a  no***!  piesenta 
tion  of  ness  kess  sseie  in  evideni  t*. 
hut  the  lesson  lant^ed.  I'lS  ipiK  keiiinn 
the  tempo  of  the  dulls  .mil  timed  ssrit 
inns,  noinn  from  one  exeicise  to  .111 
other  moie  ipiu  kis  .iiid  |>ositively  .ind 
callinn  >0111  (onun.inds  in  a  more  ch.d 
leiinmn.  loicefiil  inannei.  'Iliese  sun 
nestions  aie  in  no  way  meant  to  de 
tr.ut  fioiii  the  improvenient  sou  ate 
shoss  inn  >>>  lesson  piesent.ition  .ind 
( l.iss  control. 

(-KA.SSHOOM  HMAClIf  K:  TUr 
Irarlirr  dim  r  llir  rUiss  for  If  I  niinuirs 
II  ilUonI  a  onnnruTs  lirrak 
HKHORT  (;OMMKM  :  Hiovide  laitly 
lici|u«  nt  lest  or  lel.ix.ition  peiiods. 
lienmnmn  typists  tiie  i|ui(kly,  so  they 
should  he  niven  .111  op|MHtiuiity  to 
lecover  from  fatinue.  I  hese  test  peri 
ihIs  need  not  Ih‘  inoie  th.in  It)  or  1.*) 
seconds  lonn.  Durinn  this  time,  you 
can  leview  or  stress  a  reitain  |Miint 
you  ssish  to  m.ike,  students  1 .111  stretch 
or  “shake  out  their  h.ilids.” 

fJ.ASSROOM  HHA(,IU;K:  Traiisi- 
lions  from  our  ai  Ut  ihj  lo  anolUrr  u  rrr 
1  i  ri/  v/oii ,  II  HU  a  I  onsrifin  til  loss  of 
linir. 

MKHCKI  COMMKM:  You  are  he 
ninninn  to  develop  a  definite  routine 
in  these  cl.isses,  hut  you  lose  consider- 
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liifK*  ill  iioiim  from  one  activity'  to  • 
another,  I  KiiKKest  that  yon  plan  very 
carefully  jn<it  what  yon  intend  to  do, 
how  yon  pro|K>M;  to  do  it,  and  the 
amount  oi  timi'  you  wish  to  allot  to 
each  part  oi  the  lesson,  (•iv^n^  the 
class  dir<*ctions  in  a  firm,  confident, 
c<Mnmandin({  voice  will  alvi  H|H'ed  up 
the  tem|Ki  of  the  lesson.  As  a  ((**'>*'■'•>1 
rule,  it  is  im|H»rtant  in  ty|M■wr^tin^ 
elasv's  to  keep  discussion  to  a  mini¬ 
mum,  Ix'eaiisi-  students  tend  to  Im*- 
come  restless  if  they  are  not  |M‘rmitted 
to  ty|K-. 

C.I.ASSliOOM  IMtACTICK:  The 
U’Oi  hrr  HiH'uf  too  tmu  h  time  talking 
iiluful  h'lluiiqin’  (iiul  krif  ItKalitm. 
HKI'OKT  COMMKM  :  Cive  the  class 
as  mui’h  opjiortunity  as  possihli-  to 
ty|M-.  V'erli.iliAitjon  in  a  typin}{  class, 
hy  either  the  teacher  or  the  students, 
should  In-  kept  to  a  minimum.  Asking; 
“I low  many  of  you  rememlN-r  where 
tin*  ‘0’  and  the  'underscore*  are':*"  ac¬ 
complishes  very  little.  It  is  |N-rform- 
aiice  lh.it  counts,  not  memory.  11  you 
wish  to  <  heck  suc  h  items,  rc-view  the* 
keys  with  the  class  and  then  assi((n 
one  OI  two  appropiiate  exc-rcisc-s  lor 
practice.  In  addition,  all  insttiictions 
should  In*  hiief,  c‘xact,  and  under- 
standalile.  Alter  a  few  days  or  wee-ks, 
it  should  In*  unnee«*ssary  to  have*  to 
ie|N-al  instructions  lor  m.my  routin<*s, 
such  as  timed  writings  and  waiin  up 
drills.  The  (  lass  should  know  wh.it  to 
do  on  its  own. 

(i'.xci’rpis  from  ainftlirr  ri'futrl  tUol- 
hiu  u  ith  flu-  satni’  rrHuisiu  rotul:) 

One  III  the  most  important  char- 
.icteristi(*s  ol  a  j^iknI  typin({  lesson  is 
a  minimum  ol  discussion  and  (*xplana- 
tion  and  a  in.iximiim  ol  typing;  th(*re- 
lori*,  a  prime  olijective  in  planiiiri({  a 
typing  lesson  is  to  ken-p  v(*rhali/.ation 
to  a  minimum  and  practical  applica¬ 
tion  to  a  maximum.  Thus,  the  fact  that 
your  cl.iss  did  not  type*  one  whole*  hill, 
uhie  li  was  the*  oli|ective  of  the  lesson, 
was,  in  this  instance*,  a  si*rious  shoit- 
eominu.  This  is  not  to  deny  the  ini- 
|Niilance  ol  discussing  the*  meaning;  of 
such  items  on  the  hill  as  "Terms," 
".Sold  to,"  etc.,  as  you  did,  or  explain- 
in^  the*  meaning  of  the*  word  "e*xten- 
sion”  as  a  esinesimitant  learning;.  It 
diN*s  mean,  howe*ve*r,  that  yom  in¬ 
sistence*  on  stude*nts'  V(*rh.ili/inK  thc 
steps  in  cle.irin^  the  tahiilator  stops 
was  minec(*ss.uy  and  of  doiihlfiil 
value.  You  said  to  the*  class,  "I  am 
p.irticiilar  ahout  what  von  say  iN'caiise, 
il  yiiii  can  say  it  cle*arly,  you  midei- 
sl.ind  what  you  arc  do^n^."  In  ty pi- 
writing,  this  is  hi^thly  epie-stiouahle-.  It 


is  what  students  do,  iKrt  wlrat  they 
sriij,  that  is  irniNirtant.  In  only  30  sec¬ 
onds,  you  could  have  prac-tic-e-d  the 
ae-tual  clearing  in  unison  with  your 
class,  inste*ad  of  siN'riding  five  minute-s 
clie-iting  the*  steps  ve*rhally.  In  most 
phas(*s  e>f  ty{N*writing  instriictieni,  one 
ol  the*  most  e-ffe-e-tive  t(*chniepie*s  is 
te-ae-he-r  de-monstration  lollowed  hy  irri- 
me-eliate  class  application  und(*r  the 
te-ae-he-r’s  eliri-ct,  step-hy-step  guid¬ 
ance*. 

CI.ASSKOOM  PKACJTICK:  The 
tvuchcr  usrd  nmrri'tc  tisml  aids  in 
hrr  prvHcntotion.  Thrua  aids  xtere  not, 
Utnvrt.rr,  prope-r/i/  enUerad. 

HKI'OH T  COMMll.NT:  I.  Your  use  of 
work  esimple*t(*(l  hy  your  advance*d 
class  as  a  visual  aid  was  a  gocNl  i(l(*a, 
and  I  siigge-st  that  you  follow  this 
priK-ediire  whe-neve*r  |N)ssihle*.  In  most 
typewriting  le-ssons,  the  use*  of  e-on- 
cre*te-  visual  aids  (-liminat(*s  many  dif- 
licullie*s  that  might  otherwise*  arise*, 
thus  saving  consi(le*rahle*  time  in  the* 
pre-se-ntation  ol  the-  li*sson.  \s  a  matte*r 
ol  fae-t,  it  is  advisahle*  to  use*  more*  than 
one*  e-opy  of  the*  particular  aid.  Not 
e*ve*ry  stude*nt  re-ally  has  a  chane-e*  to 
ge-t  a  g<NMl  liNik  at  the*  e-opy  shown 
from  the*  front  of  the-  reNim.  Ilowe-vcr, 
il  se-ve-ral  e-orri-et  copie*s  (lor  e*xample-, 
one*  for  e*ach  row)  are*  passe-d  around, 
every  slude*nt  e-an  se*e-  at  first  hand  the* 
final  f(»rm  of  the  prohle-in  she  is  going 
to  lyiN-. 

2.  In  addition,  it  is  most  important 
that  the*  (-opii*s  shown  In-  ae-e-iirate  in 
e*ve*ry  re-spe-e-t,  in  orde*r  to  avoid  rnis- 
le-aeiing  the*  class.  'I'hi-  sample-  you  nse*d 
was  ne»t  e-e-nte-re-d  preipe*rly;  it  was 
nieie-h  t(Kt  high,  de-spite*  the-  fae-t  that 
dire-e-tions  e-alle-d  for  Intth  ve-rtieal  and 
hori/.ontal  e-e-ntering.  As  a  re-siilt,  most 
of  your  students  also  typed  the*ir  own 
e-opies  tcNi  high.  Some  e-xiM-rie-ne-e-d 
teae-he-rs  make*  it  a  pr.ie  tie-e*  to  ty|N*,  as 
p.irt  e»f  the*ir  le*sse»n  pre-paration,  seve*ral 
e-opie-s  (e-arhons  are*  aex-<*ptahl(‘)  e>f  a 
ne*w  prohle-m,  anel  show  the*m  tei  the*ir 
(-lasv*s.  In  aeldition  to  furnishing  ac¬ 
curate*  visual  aiels,  this  rne-thod  has  the 
furthe*r  advantage*  of  hringing  the* 
te*ae-he*r  fae-e*  to  fae-e*  with  the*  preihle-ms 
her  stude-nts  will  actually  (*(K-ounte*r 
wh(*n  the*  work  is  pte-se*nte*d  and  ap- 
plie-d,  thus  she-  can  anticipate*  diffie-ul- 
ties  and  plan  accordingly. 

CI.ASSIUMIM  l>li\C;TI(;K.:  Short  firri- 
ingv  for  vpce-e/  ami  an  iirani  re  e-re  atl- 
ininistornl  unsysttinalualhj  htj  Ihr 
trarhrr. 

Hi:i*<>in  COMMKNT;  Hie-  praetiev 
of  giving  short  timings  in  orde-r  to 


huild  spt*cd  and  accuracy  is  a  gcMKl 
one.  (a*rtain  precautions  must  be  ob- 
s<*rved,  howeviT,  if  this  technieiue  is  to 
|je;  entirely  effe-c-tive: 

1.  Timings  should  not  lx;  more  than 
one  minute  in  length.  Educational 
psycliologists  rt-c-ommend  a  duration  of 
1.5  to  60  seconds  as  the  iwriexl  in 
which  le*arne*rs  can  concentrate  most 
e-ffe-c-tivi-ly, 

2.  Only  one  goal  should  lx*  strc*sse-(l 
in  any  one  timing:  either  spee*d  or 
at-t-iiracy,  but  ordinarily  not  Ixjth.  To 
insist  always  on  Indh  is  to  complicate 
the  prex-ess  for  lx*ginncrs. 

•3.  Only  timings  for  accuracy  nt;e*d 
In-  pr(N)fre*ael.  VV'he*n  spe*e*d  is  the  gexil, 
we  (*xix*ct  our  student  to  make  e*rrors. 

It  is  unre*asonable*  to  call  the  errexs  to 
thc'ir  att(*ntion. 

•f.  The*re  should  g(*n(*rally  lx*  at 
le-ast  five  or  six  timings,  the*  first  and 
last  e)ne*s  for  at-curacy  and  the  middle 
«»ne*s  for  spe*(*el.  Or,  you  can  increase* 
the  num)x*r  of  timings  and  d(*(-rease 
the*ir  le*ngth  to  -15  to  .30  s<*conds.  In 
any  case*,  half  should  lx*  ele*vote*d  ter 
six*e*d  and  the*  «>the*r  half  to  accurac'y. 

.5.  Always  ask  for  a  show  of  hands 
to  indie-ate*  to  you  how  many  stii(l(*nts 
re*aclM-d  the*  goal  se*t.  This  pnx'e*dure 
will  have  the  a(lde*d  lN*n(-fit  of  giving 
stude-nts  a  chance  to  re-lax  and  re-cover 
from  fatigue. 

6.  If  verx'  few  stud(*nts  type  the  last 
timing  w'ithout  errors  (as  is  ofte-n  the 
e-ase*  aft(*r  s|M*e-d  timings),  re|X*at  the 
ae-curacy  timing  onc-e  or  twic-e*  more. 

CT.ASSItOOVI  PK  AC  TIC.E:  While  the 
class  teas  busy  ti/ping  a  Idler,  the 
teacher  u  rote  a  uttinher  of  sufinestions 
on  the  hoard. 

HEPOHT  C;OMMENT;  While*  the* 
class  was  typing  the  lette-r,  yoei  wreite* 
a  numbe-r  of  sugge-stions  on  the*  Ixiard, 
but  neilMidy  saw*  tlie-ni.  The*se*  sugge-s¬ 
tions  should  have*  Ix-e-n  pre-senite-d  to 
the*  class  before  it  starte-d  to  type*,  and 
attention  should  have*  Ix-en  fex-uv-el  on 
the*  points  you  wish«-<l  to  stre*ss.  .Atten¬ 
tion  to  such  de-tails  tnakeai  the  dif- 
fe*re*ne-e*  Ix-twe-e-n  te*aching  and  proe  tor- 
ing  in  a  tyix*writing  class. 

C;i,ASSH<M)M  PltAt:TIC;E:  The  les¬ 
son  u  as  generally  a  very  noth!  one. 
KEPOHT  COMMENT;  I  shoulel  like* 
to  ('eimmend  yeni  em  the-  following 
ixiints: 

1.  Your  organi/ation  and  dire-etion 
eif  the*  short  timings  for  six-e-d  and 
a(-e-urae*X’  wen*  e*xe-e*lle*nt.  No  time*  w.is 
lost. 

2.  Your  intriNlue-tion  of  a  "game*"  or 
(-«»m|M*tition  cle*ment  by  dividing  the- 
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cla.sii  into  two  groups  and  thi‘n  com¬ 
paring  their  achievement  on  the  short 
timings  is  a  very  gcMxl  one.  Interest 
was  obviously  high  among  your  girls. 
.\t  the  same  time,  the  com|X-tition  was 
on  an  im|X‘rs«)naI  basis,  and  no  one 
girl  could  In*  made  to  feel  inferior  if 
sh»*  di<l  not  succe**<l. 

3.  Vour  carriage-throw  drill  was 
well  conceived  an«l  briskly  executed. 
Your  use  of  a  student  to  demonstrate 
the  drill  was  most  effective. 

4.  You  were  constantly  on  the  alert 
all  |N‘ri(Kl,  walking  around  to  help  girls 
individually  at  their  desks.  'Iliis  is  one 
of  the  most  important  activities  that  a 
typewriting  teacher  can  practic**. 

5.  Your  maiiiK'r  w.is  fru*ndly,  r  h«*er- 
fiil,  and  helpful. 

fi.  Your  references  to  actual  business 
practice  (tfie  ty|N*  of  a<ldress  jrre- 
ferred  by  the  Post  Office,  for  instance) 
were  pertinent  and  should  In*  con¬ 
tinued  wherever  possible. 

7.  Your  use  of  the  hlacklM>ard  in 
giving  your  class  instructions  for  pre¬ 
liminary  work  at  the  iM'ginning  of  the 
|N‘ri(Ml  and  in  presenting  the  envelope 
was  g(K>d.  Since  many  of  our  students 
are  more  visual-minded  than  verbal- 
minded,  and  since  the  use  of  multiple- 
s<*nse  appeal  is  desirable  psycholog¬ 
ically,  it  is  w'isr*  to  use  as  many 
media  as  (Nissible  in  pres<*nting  les¬ 
sons. 

8.  Your  presentation  of  th«*  first  en¬ 
velope  by  the  unison  methoil  (having 
the  class  ty|M‘  each  line  following  your 
sp«*eific  directions)  was  very  giMwI.  by 
making  tiu*  first  attempt  correct,  you 
insure  c»)rr«*ctness  in  sul>se(pient  in- 

I  flividual  practice.  This  is  t(*aching,  not 

I  just  t«‘lling. 

9.  Your  class  had  ample  opportunity 

I  to  apply  tlie  new  learning.  In  type¬ 

writing,  it  is  essential  that  students  lx* 

i  given  time  to  apply  the  new  learning 

at  least  once.  Most  *)f  your  girls  ty|N*d 
at  least  seven  «*nvelo|N*s. 

CI.ASSHOOM  PHACTICK;  .\n  iiux- 
prrit’tu  rd  teacher  paid  little  or  no  at- 
tention  to  touch  typeu  ritiiiK  in  an 
elenuiitan/  class  that  had  just  corn- 
pleted  the  keyhoanl 
ltKI*<)ltT  COMMKM:  Y<»u  .ire  to  In* 
commended  for  const.intly  walking 
around  tlie  riMim  observing  your  class, 
but  I  feel  that  much  of  the  ofiserva- 
tion  was  |N*rfunctory.  A  large  numlN'r 
of  students  were  constantly  liMiking  at 
their  machines  all  |M‘ri(Hl  without  a 
^  word  from  you.  In  addition,  there  was 

only  one  reference  to  tomb  t>|K*writ- 
ing  all  |M‘riod.  'that  was  when  you 
aski'd  the  class,  "flow  m.niy  of  you 
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Th«  halls  humi  Students  cluster  in  animated 
I  groups.  Tension  is  high!  Whyi*  It’s  the  day  In'Ioh*  (Jhristmas  or  Kaster  oi 
.  vacation  or  the  season's  big  game.  (Conditions  necessary  for  l«‘aining  are  at 

I  a  minimum.  Is  the  cl.iss  therefore  a  total  loss?  Only  the  teaclier  can  make 

the  decision. 

'file  strong-willed  teacher,  of  coursr*,  never  gives  in.  (Come  wh.it  m.iy, 
her  iii'xt  lesson  is  the  order  of  the  day.  l‘rom  this  stone-w.ill  personality, 
the  variations  shade  off  to  the  teaclier  who  giiidgingly  gives  in  for  five 
minute's  at  tfie  eiitl  of  the  {N'iIimI,  down  to  the  teachi'r  who  throws  discre¬ 
tion  to  the  winds  and  lets  class  learning  eva|)orate.  'I'hi*  ideal  teaclier,  of 
rsrurse,  is  at  none  of  these  extremes. 

ingenuity  has  long  been  considered  an  American  ch.iractr'ristic.  ft's 
vital  to  a  ti'acher's  planning.  Y<‘S,  techni(|ues  can  be  found,  or  even  invented, 
to  ke(‘p  the  interest  of  the  class.  I  hese  activities  will  allow  t'acli  individual 
class  membr'r  to  (eel  the  excitement  of  the  d.iy  without  blurring  his  Iikiis 
on  le.irning.  I  have  learned  a  great  deal  from  my  work  with  beginning 
teach<*rs.  Together  we  h.ive  woiked  out  cl.iss  activities,  wliuli,  whih*  they 
do  not  S4*eni  like  lessons,  do  keep  the  cl.iss  from  slipping  b.ickw.ird  on 
these  restless  days. 

First,  there  are  crossword  puzzles  'f'hese  are  always  fun.  Any  pii//le 
can  In*  used  if  the  teach<*r  fills  in  thi*  words  first,  'fhe  idea  is  that  the 
students  must  write  their  definitions  in  shorthand  Im‘1ow  tlie  diagram.  It's  a 
pu//.le  in  reverse. 

Trtj  shorthand  fneture.s.  If  no  .irtist  is  handy,  the  first  step  is  to  trace 
lightly  over  an  appropriate  picture.  Then,  on  a  master  sheet  or  a  stencil, 
you  should  iMith  fill  in  the  outline  and  add  further  details  by  using  short 
hand  characters.  A  .Saiit.i,  a  basketball  player,  an  Kaster  bunny-  anything 
lel.iting  to  the  season  or  the  event  is  suitable.  (Cive  ,i  time  limit  and  you 
will  Ixiost  the  speed  at  which  your  students  write  in  lough. ind  all  the  out¬ 
lines  they  recognize  on  the  drawing.  A  prize  (if  tlie  teat  her  is  solvent) 
adds  incentive. 

U'rife  vong.y  in  shorthaiul.  (Christni.is  carols,  scIkhiI  songs,  even  popiil.ir 
songs-all  can  In*  written  in  shorthand,  duplicated,  .ind  used  at  club  meet- 
i  iiigs  or  in  the  classriNim. 

*  Try  a  speIhUnen.  The  students  spell  the  words  in  shoithaiid  i.itlier  than 
^  in  dictionary  style.  Time  should  In*  .i  l.ictor.  To  hesit.ite  more  th.in  live 

1  seconds  is  to  misspell  tlie  word. 

Let  studi'uts  read  vfr/mgr*  notes,  (uve  dictation  not  slow  enough  lor 
perfection,  not  so  l.ist  that  legifiility  will  In*  lost.  Then  h.ive  the  stiidi  nts 
exchange  notc*lNN)ks  and  rc*ad  notes  wriltc*n  by  someone  else. 

Lass  out  itu  ornplete  ei>py.  Minieogr.iph  longh.ind  niatc*ri.il  that  omits  viine 
words  and  phrasc*s  iii*c*ded  to  ni.ike  sc-nsc*.  'fliis  divc*rsion  provc's  th.it  in 
many  casc*s  notc*s  can  In*  transeniN-d  evi'ii  thoiigli  certain  woids  arc*  omitted. 

Tian  a  continuous  at  fixity.  I..ist  (.'hristm.is,  one  of  my  shorthand  ti*.i(  h«*rs 
paiiitc'd  a  (.'hristmas  tif*e  on  .i  l.ngc*  sfieet  of  posti*r  iMi.ird.  between 
I  haiiksgiving  and  (.'hristm.is,  she  placed  on  tin*  tree  dc*cor.itions  that 
’  repr«*sc*nted  s«*vc*ral  accomplislimc*nts  for  ii*.iding  .ill  the*  liiief  forms  in  two 
minute's,  for  |N‘rfe*ct  spc'lling  p.ipe-rs,  for  s.itisfactory  transcripts,  etc*.  ,Sfie 
wrote*  a  stuele*rit's  name  ern  tfie*  profN-r  c|e*eor.itiori  .is  he*  .n  hie-vccl  th.it 
p.irlicul.ir  go.il.  I  liis  kept  sliortliaiiel  ve*ry  rriuc  fi  .dive*  during  a  pe-rieNi  wlie-n 
outside  iiite  re-sts  wi*re-  more*  deimin.iiit. 

.A  tc*achc*r’s  cre*ative*  ability  ceinple*d  witli  he*r  students’  ini.igm.itiern  and 
e'lithiisiasm  can  de*ve-lop  m.iriy  activitie-s  th.it  will  ke*e*p  slieiilli.inel  alive*  anel 
M  inte-re  stiiig.  It  is  inuch  more*  fiiri  to  ceimpe-te*  w'llh  .in  outside*  ac  tivity  tli.ni 
to  give  III  Wltfioiit  a  struggle*. 
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hofif'slly  fyp«*fl  th#*  pM'liininary  work 
without  hutkiimf" 

it  ik  irii|K>rtarit  tiiat  yon  kiipplcrnnit 
it  coiiktuiit  vf'rh.il  fctr<'k«  on  tin-  ni*<-<*»- 
Hity  lor  t«*n(h  ty|H*writini{  with  a  »y*- 
ti'inatic  ol»s«‘rvatjon  and  follow-n|)  of 
all  ktndi'iitk— individually  and  on  a 
rIakHwidf*  haki«-to  insnr<-  that  they 
nnderhtaiid  the  meaning  of  toiwh  ty|M‘- 
wrilin^  and  the  inann<‘r  in  which  it  in 
done.  'I’hew  inethfaU  have  la-en  foninl 
kiieecHitf  nl; 

•  Helore  any  one  tiiniiiK.  whether 
for  15  M-eondii  or  for  Id  ininntes,  MretH 
the  nerd  f»»r  loiu-h  typing. 

•  I'raiw  frerpiently  thov  ffirU 
whom  y«*n  observe  typing  hy  touch. 

•  Demmistrate  at  a  ty|H*writ«'r  for 
a  initinie  or  so  what  tom  h  typin((  ac¬ 
tually  is,  |Hiintin)(  out  the  basic  ele¬ 
ments  involved;  Leepin((  the  eyr-s  only 
on  copy,  throwin)^  the  carria^e  liy 
touch,  rctiirniiiK  to  the  keys  without 
ever  |(M«kin)4  at  the  machine  oi  .it  what 
h.is  iN-en  ty|M‘d. 

•  While  the  class  is  at  work,  Im  ns 
your  observation  nnohtrnsively  on  one 
row'  lor  a  minute  or  so.  'I  hi'n  work  in¬ 
dividually  with  those  )(irU  who  look 
np  constantly,  helping  them  at  their 
m.ichincs,  demonstrating;  acceptable 
terhnif|nes,  .ind  following  np  from  day 
to  day.  It  is  also  advisable  to  make 
notations  on  yonr  (heck  chart  to  re¬ 
mind  yon  who  the  "liMikers”  are. 

•  In  all  testing,  make  certain  that 
yonr  (lasses  understand  that  touch 
typinu  is  an  automatic  prere(|nisite  for 
p.issin^.  t  .'onstant  Imikint;  means  an 
automatic  lailnie. 

•  lie  on  the  liMikont  for  common 
eiiors.  Von  iniKlit  notice,  for  instance, 
that  many  students  are  typing;  \'  for  li. 
IVovide  systematic  review  and  practice 
on  this  pair  until  yon  Icel  that  yonr 
class  has  mastered  it. 

•  Iw'o  precautions  should  he 
heeded,  however.  I'ay  little  attention 
to  students  who  liKik  iM-casionallv;  all 
ol  ns  do  it  at  times,  and  it  means  litth*. 
lie  concerned  mainly  with  students 
who  liMik  constantly,  students  to  whom 
ImikiiiK  is  a  Wiiy  of  typing.  In  addi¬ 
tion,  yon  shonid  attempt  to  disrstvi'r 
II  hif  students  liMtk  ex(s-ssiv’ely.  Kxces- 
sive  liNikiti^;,  when  not  tin*  result  of 
|MM)i  instrnction,  is  imtst  lr(*(|nently 
caused  hy  such  f.ictors  as  p«M»r  .itten- 
tion  sp.ni,  sheer  inability  to  learn  the 
ItM'ation  of  the  ki*ys  fwhich  may  result 
from  a  low  I.  (,).),  |)<N«r  reading  ability, 
a  foreign -lan^naKe  hack^roniid.  |M>or 
ey(‘si);ht,  luck  of  pro|><‘r  motivation,  or 
fjnity  typewriter.  In  very  few  in- 
sl.int  «'s  do  students  liNtk  hecanse  of 
«»htnseness  or  wiifniness. 
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CLASSKOOM  PKACTICE:  The 
tearher  m/iintained  excelh-ut  elms  eon- 
trol  ill  a  firm  hut  frierullit  mtmiu'r, 
KEPOKT  C;<)MV1ENT:  I  wish  t.r 
compliment  yon  on  yonr  excellent  con¬ 
trol  of  the  class  and  to  coinniend  yonr 
students  on  th(‘ir  fine  Irehavior.  Yonr 
Kiris  were  courteous,  (jnh't,  and  utt(*n- 
tive.  'I'his  is  evidence  of  the  em|>hasis 
yon  have  laid  on  their  condnctiiiK 
recitations  without  toyiiiK  with  their 
tyirewriters  or  payiiiK  attention  '^to 
othi'r  matters.  Von  rightly  insisted  ,on 
individual  answers  and  r(‘C(‘iv(*d  the 
wholehearted  co-o|M'ration  «jf  the  class 
diiriiiK  the  letter  preview.  Also,  yon 
have  K<M)d  rapport  with  yonr  students, 
as  (*vi(lenc4‘d  hy  the  fact  that  they  did 
not  hesit.ile  to  ask  yon  (piestions  wh«‘n 
it  was  necessary. 

C;i,AS.SIUK)M  PKACTK.K:  Piiriiin  a 
timi’il  ii  ritinn,  tlir  tnichcr  sat  at  hrr 
ih'sk  atal  iliil  i  leriral  u  ork, 

KKPOK  I  COMNfKM  :  It  is  im|>ortant 
to  tell  the  class  the  pnr|M»se  of  the 
timed  writiiiK  and  to  let  them  know 
how  they  may  (pialify  for  recoKnition. 
iMirthermore,  the  class  must  know  that, 
in  addition  to  adc(|nate  speed  and 
accuracy,  touch  typiiiK  is  rerpiircd  if 
they  are  to  receive  credit.  Also,  yon 
shonid  observe  the  class  nnohtrnsively 
either  at  the  front  of  the  r(N>m  or  at 
the  side.  I  aKree  with  yon  that  it  is 
niidt'sirahle  to  |)olic(‘  the  class  diiriiiK 
timed  writinKs  hy  walkiiiK  np  and 
down  the  aisles,  hut  yonr  practice  of 
sitting  at  yonr  desk  attendiiiK  to 
clerical  work  must  Ih-  discontinued  im¬ 
mediately.  'I  he  class  is  entitled  to  1(1 
niinntes  of  yonr  ('omplete  attention  to 
their  needs  and  activities. 

(;|.ASSIUM)M  PIIACTICE;  The  class 
dill  not  stop  tijpiini  ti  lirii  the  teacher 
asked  them  to  do  so. 

|{KH>HT  COMMENT:  Insist  that 
students  stop  ty|M‘writinK  when  von 
call  on  theiri  to  do  so.  I'se  a  firm  voice 
in  ealliiiK  "Stop!”  or  "Time!”  Hit  the 
desk  with  yonr  hand,  if  n(*c«‘ssary,  to 
starth*  them  to  att(‘ntion.  Him  a  nnm- 
Imt  of  drills  in  which  yon  stop  and 
start  the  class,  until  it  responds 
promptly.  Never  pr<K-eed  with  a  lesson 
until  yon  have  every  student’s  atten¬ 
tion.  la-t  the  class  know  how  mneh 
time  they  liave  lost.  Discuss  the  mat¬ 
ter  after  class  with  individual  cul¬ 
prits. 

(.i.ASSIUKfM  PHACTIC.K,:  Students 
Here  fH-rmitted  to  start  hiters  over 
anain  u  henei  er  they  u  ished 
HEPOIt  r  COMMEM  :  Do  not  |ieimil 
students  to  start  letters  over  .'iRain. 


'Tliis  means  keeping  strict  c-ontrol  of 
the  pajrer  supply.  Distribute  one  cl(*an 
sheet  at  the  Ireginning  of  the  period. 
I’se  one  side  for  preparatory  drills  and 
timed  writings  and  the  other  side  for 
letter  work.  Do  not  give  a  student  an¬ 
other  sheet  ol  pa|)er  until  she  shows 
yon  her  first  sheet. 

C;i.ASSHrK)M  PKACTIC.E:  .An  ele¬ 
mentary  class  was  controlled  too  close¬ 
ly  and  too  stridly  all  jieriiHl. 

KEPDKT  COMMEM:  Allow  yonr 
class  to  ty|)e  on  its  own  lor  an  ap¬ 
preciable  part  of  each  |M‘riod.  Students 
grow  restive  under  constant  teacher 
dominance  in  the  ty|>ewriting  riMiin. 
rhey  like  to  w<»rk  hy  themselves  at 
their  own  rate,  solving  lh(*ir  own  prob¬ 
lems.  rhe  teacher  has  an  op|)ortnnity 
to  ohs(‘rve  students  and  h«‘lp  them  in¬ 
dividually  when  re(|nired.  It  is  (*s- 
simtial,  however,  that  the  class  Ih* 
given  explicit  instructions  each  day  on 
what  to  ty|M-  and  how  to  ty<H*  it. 

CI,ASSH(M).M  PHACTICE:  The  class 
dill  not  start  to  u  ork  at  the  heg/nning 
of  the  period. 

HEPOHT  COMMEM:  Ome  yonr 
class  got  sl.irted,  it  worked  busily  and 
conscii'iitionsly,  typing  and  pnM>fr(‘ad- 
ing  the  form  colli'ction  li'tters  of  the 
project.  Every  girl  knew  ex.ictly  wh.it 
to  do.  However,  yonr  students  came 
into  the  KMim  and  settled  down  to 
work  rather  slowly  and  noisily.  .May  I 
suggest  that  yon  impress  on  them  the 
im|H>itanc(*  ol  availing  themsi'lves  of 
every  minntr*  at  their  disposal  to  com- 
pleti*  their  proj(‘cls,  and  remind  them 
that  any  lime  they  lose  will  leave  them 
so  much  less  lime  to  work  on  their 
letters,  rhey  shonid  also  know  that 
their  char.icter  ratings  at  the  (‘iid  of 
the  t(‘rm  will  de|H*nd,  in  part,  on  their 
co-oper.itioii  in  this  respeel. 

It  might  even  Ih*  desirable  to  call 
a  h.ilt  to  I'rojeet  2  a  d.iy  or  two  siHiner 
than  yon  had  planned  and  |H>inl  ont 
to  those  who  did  not  finish  it  that  the 
five  or  ten  minutes  they  had  lost  every 
day  for  ten  days,  if  pro|H*rly  ntili/ed, 
would  h.ive  en.ihled  them  to  come 
(  loser  to  completing  the  project. 

\s  yon  know.  Type  1  is  onr  t(‘rminal 
ly|>ew riling  course;  and  we  must  do 
onr  Ih-sI  to  inculcate  in  onr  sindenis  a 
serious,  businesslike  attitude  toward 
their  wotk,  tin*  kind  th.it  will  Ih*  ex- 
|H*cte(l  of  them  in  the  acin.d  business 
office. 

CLASSR(M)M  PRAC.TICE:  There 

nas  no  picfHiiatory  drill  or  rci  ieii  . 

REPORT  COMMEM:  .May  I  also 


L 


RUSINESS  EDl’f’ATION  WOKI.D 


siiKnest  that  you  prelate  «*ath  day’s 
irsMiii  witli  various  kinds  of  intriKiur- 
tory  drills  and  ti'(-lini(|u<‘  rt’vicvss.  Siu-li 
iiitroductory  work,  th(»ugh  it  may  takr* 
only  a  few  ininutos  (‘aih  p«*ri(Hl,  is  of 
vital  iin|>ortanc<‘  in  maintaining  an<l 
(h'Vi'loping  the  skills  accpiiif-d  in  pre¬ 
vious  terms.  Ty|X‘  I  classes  aie  not  so 
advanced  that  they  cannot  iM'iicfil 
frotn  ssstematic  daily  reviews  of  nnm- 
lM*rs.  sjM'cial  characters,  use  of  ma¬ 
chine  mechanisms,  fast  carriage-throw 
drills,  and  so  f<irth.  I  am  attaching  two 
circulars  that  may  Im*  of  help  to  you  in 
initiating  thesr*  intnxiuctory  routines. 

(.LASSK(M)M  I'HACTICK;  The  rhiss 
has  not  hern  tauuhl  t<t  itan  e  the  tijfie- 
ariter  all  the  uaij  ta  the  left  or  rig/it 
ti  hen  errt.ving. 

KKPOK T  COMMF.M  :  You  have  oh- 
viously  devoted  some  time  in  teach¬ 
ing  your  class  to  move  the  carriage  to 
tin*  right  or  left  when  erasing.  Will 
you  also,  however,  rr-view  system¬ 
atically  every  three  or  lour  days,  the 
routines  involved  in  erasing-that  is, 
flu-  use  of  the  margin  release  key  in 
throwing  th<-  carriage  to  tin*  extreme 
right  or  lelt  Iwfore  erasing,  in  order  to 
prevent  erasure  grit  irom  falling  into 
the  typewriter  basket.  Also,  mention 
of  this  operation  several  times  each 
|M‘riod  will  help  mak»’  the  practice 
hahitual. 

CI.ASSHOOM  I*  H  AC  TICK:  The 
teaeher  neajeeted  ta  cheek  the  jmsi- 
turn  of  chairs  ami  her  stmh-nts’  strok¬ 
ing  hahits. 

KKPOIM  COMMKM  :  Have  students 
sit  farther  away  from  their  typewriters; 
most  sit  much  to<»  citise.  I  realizr*  that 
there  is  comparatively  litth*  space  1h*- 
twe<-n  our  ty|M-writers,  hut  this  makes 
it  even  niorr*  urgent  that  students  place 
their  seats  as  far  hack  as  ixtssihle. 

Pay  sp«-cial  and  c«intinued  attention 
at  this  time  to  stroking.  (h‘t  to  know 
right  now  those  students  who  hit  th<‘ 
keys  incorrectly  (who  push,  who  typ«* 
with  straight  fingers,  who  hit  tlie  keys 
ofl  c-<“nter,  w}m)s<-  wrists  are  t«x>  high  or 
t«M>  low),  and  w«»rk  with  them  every 
day  until  the  difficulty  is  cleared  up. 
It  is  very  dilficjilt  to  eliminate  |MM»r 
stroking  hahits  once  they  have  Ix'di 
«level«j|H-<l.  The  time  to  start  is  now, 
during  the  s«‘C(»n<l  week  of  elementary 
typing.  Of  course,  the  Ix-st  way  to  do 
this  is  to  work  individually  with  each 
student  hy  telling  her,  hy  showing  her, 
and  even  hy  guiding  her  fingers  in  the 
(srrreet  motions. 

t\ex1  nnmth:  Clerical  Practice.) 


CHARLES  B.  MICKS,  OHIO  STATE  UNIVERSITY,  COLUMBUS,  OHIO 

1 

LDIIOHS  soil'.:  This  exchange  of  letters  is  the  f mirth  in  a  .series  luiseil 
■  on  unnmon  office  problems.  The  letters  are  marked  off  in  groups  of  2(1 
S  standard  ti  ords  and  maij  he  dictated  at  any  desired  speed. 


Situation  4.  FORGETFUL  BOSS 


1 

Inside  addre.ss 
Miss  Dora  Donaldson 
Prank  Howard  Comp.iny 
h  First  -Avenue 
Your (aty 

Sinmitnre 
Helen  Travis 


L«tt*r  i 

I  nsule  addre.ss 
Miss  Helen  Trasis 
Holx'rts  Hrotheis,  Ine. 
Hfi7  Kighth  .Avenue 
Y«»ur  (-ity 

.SfgiMj/nre 
Dora  Donaldson 


(I) 

Dear  Miss  Donaldson:  Hecaiise  of  your  many  years'  ex|>erieuce  as  a 

secretar>,  you  may  Im*  aide  to  help'  me  with  a  prohletii  i  have. 

My  Im»ss  has  many  res|M>iisihilities  and  is  always  tiihmerged  with  loo 
!  many*  things  to  do.  Naturally,  as  his  secretary,  I  relieve  him  of  much  of 

the  detail  work,  hut  certain  things*  he  must  do  himself.  It  seems  that  he 

gets  so  involved  in  each  foh  he  does  that  he  forgets  other  things  that  must 
Ik*'  done.  What  can  I  do  alMiut  a  forgetful  Imiss?  .Sincerely, 

I  (2) 

i  Dear  Miss  Travis:  I  can  see  this  might  Ik*  serious.*  Your  Im>ss  might 

i  forget  to  give  you  a  raise.  So  let's  tackle  the  prohleni. 

I  The  methods  to  use  are  <d  two  ty|K*s.  The  lirst*  coiuerns  the  reminder 
technirpies  that  you  should  use  on  your  Imiss.  I'he  other  consists  more  of 

i  keeping  a  step  ahead*  of  him  all  the  time  so  that  the  reminders,  when 

^  used,  will  Ik*  effective. 

Here  are  some  technitpies  t«i  follow:  I'yiK*  a"  list  of  the  ihings  he  must 
d«»  and  place  it  on  his  desk.  Iteniind  him  each  morning  of  what  he  has 
to  do,  follow  up*  after  lunch,  and  then  kf*ep  checking  throughout  the 

j  afteriuHHi.  Follow  the  advice  I  saw  on  a  roadside  sign:  Don't  just'*  sit 

there  doing  nothing— start  nagging.  .Show  him  cartfunis  alMiiit  forgetful 
bosses.  Ta|K*  some  notes  to  his  desk  lamp,  his"  telephone,  his  blotter, 
e  his  fountain  |K‘n,  and  anything  else  that’s  handy.  (>ive  him  a  check  list, 
one  with  hig  spaces'*  for  checking  off  what  he  has  ai'complished.  Freipiently 
ask  him,  "Do  you  have  the  .Smith  (etc.)  data  ready'*  for  me  yet':*''  Draw 
'  the  face  of  a  cl(K'k  and  mark  his  schedule  on  it  for  the  whole  day.  Know 
where  he  is  at  all  limes  and"  call  him  to  remind  him  (»f  im|M>rtant  engage¬ 
ments.  Yon  can  prohahly  think  of  some  other  reminder  techniques'*  your¬ 
self.  K  they're  clever,  they'll  get  the  iMtinl  across  snumthly. 

My  second  group  of  suggestions  is  more  fundamental.'*  Know  your 
Im»ss  well;  work  with  him;  know  his  |>ersonality;  know  his  job.  He  sure 
you  know  what  has  to  he  ilone,  and  then'*  just  keep  one  jump  aheail  of 
your  boss.  Just  accept  the  fact  that  his  forgetfulness  is  a  fault  to  co|>e  with, 
«  and  then'*  make  it  your  joh  to  co|)e  with  it,  Cordially,  l‘WU) 

1  Previsw  Outlines 


cc>^  y 


/ 


O'/' 


(  I  )  Siil>iiicrgc<l,  iiMisI  Im-  done,  forgi-lfid.  (2)  'lui  klf,  ronsisls,  tci  Imiques, 

rii.i(t<>i<l<',  fiiuiilaiii  fiiixIaiiK-iil.il,  iM  rsoiiahty. 


Ktuimw-i  'iisriiw 
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lANC  r.  WNITC.  CAST  CAROLINA  COLLCQC.  OREENVILLE,  NORTH  CAROLINA 


Plastic  display  lattaring.  Nri'd  an  iiicx- 
wt  of  |)la!»tic  iHlcrs  tliat  will  laxt  iiidoliiiiti-Iy?  Micro  Sinn  Plastic 
la'ttcrs  may  In*  just  wliat  yon  iii'cd.  They  come  in  six  colors  (grct'ti,  white, 
yellow,  hhie,  black,  and  red)  and  raiiKe  in  si/xr  from  letter  fonts  of  V4  inch 
to  2  inches.  'I'here  are  two  kinds  ol  letters:  the  plain  hack  re«juires  Micro 
MaKie  solvmt,  which  is  35  cents  for  a  1 -ounce  Ixittle;  the  pin  hack  is  de¬ 
signed  for  hidlelin  Intards  of  cork  or  other  soft  material.  A  s(*t  (»f  1-inch 
letters  and  nnndM*rs,  with  the  plain  hack,  c<»nsists  of  HK)  characters  and 
costs  $I.W.5.  Also  available  from  Micro  are  plastic  desk  |)lates  and  door 
plates  l(*r  .3.5  t(j  4.5  tvnts  each.  'I’liese  c<jme  in  ivory,  black,  and  white, 
and  in  si/es  raiiKitiK  from  0  to  H  inches  in  length.  For  their  newest  circular 
deserihing  these  excellent  letters,  write  to  Micro  Sign  Pr(*ducts,  I5.5S  K.iiclid 
Avenue,  Santa  Monica,  fialifornia.  You  won’t  Im*  disap|M»inted. 

Stanographar's  manual.  Sylvia  Ifowman,  Indiana  University,  reviews  in 
a  new  1  )o> iV let  the  most  fretpiently  violat(*d  rules  of  punctuation,  grammar, 
ami  capitalization.  'I'he  material  was  compiled  from  a  survey  of  thousands 
of  business  letters.  It  is  a  handy  referen<>e  work  for  Intth  secretaries  and 
their  Imisscs.  Ft>r  your  free  ts>j)y  of  “An  F.nglish  Manual  f«»r  North  AtruTk-an 
\'an  I.ines  SleiKigraphers,"  write  to  'rhomas  Harris,  Director  of  Personnel, 
North  American  V'an  I.ines,  Fort  Wayne,  Indiana. 

Typing  study.  “A  Study  (»f  the  N'alidity  of  Some  Methods  of  Measuring 
Straight  <'opy  Typing  Skill,”  by  Irol  Whiteniore  Halsley,  has  r<*cently  lK*en 
published.  Single  copies  are  available  free  from  the  IVpartment  of  Hesearch, 
.Sehmd  of  Husim'ss  Administration,  lamisianu  Polytechnic  Institute,  Huston, 
IzMiisiana.  .Many  teachers  in  approximately  1.50  high  schmds  and  colleges 
all  over  fla-  isnintry  assisted  in  the  res(*arch  involved  in  this  study. 

Family  financ*.  Inten^sted  in  a  family  finance  newsleller  that  is  puhlisht'd 
|M  ritMheally  during  the  sch(K>l  year?  Write  to  the  Institute  of  Life  In¬ 
surance,  4H8  Madison  Avenue,  Nr*w  York  22,  New  York,  and  tell  them 
that  you  would  like  to  receive  TitjUi'S.  They  will  place  you  on  tl»*ir  mailing 
list. 


Shorthand  matorial.  The  need  for  giaderl  material  in  shorthand  testing 
h.is  Im-cii  filh*«l  by  a  study  published  by  the  University  of  'Tennessr'e.  Tin* 
study  was  part  of  a  thesis  hy  Anita  MiClimon;  it  contains  five-minute 
dictation  ti-sts  taken  from  Prrtii-urtl  DirtatUm  titul  2(K)  Takes.  The  tests 
w«Te  revised  and  release<l  with  the  |M‘rmission  of  the  publisher,  the  Cri'gg 
Publishing  Division,  McChaw-llill  B<Mik  Oompany,  New  York.  Shorthand 
teachers  will  find  this  study  exliemely  helpful.  Send  2-5  cents  for  one  csipy 
to  the  Department  of  Hiisiness  Fdiication  and  Office  Administration,  'The 
University  of  Tennessee,  Knoxville. 

Typing  motivation.  -K  motivation  device  that  should  interest  high  st'IkkiI 
typing  t«*acherx  has  lM*en  prepared  hy  Frerla  Noble  Paul.  The  "I lot  HimI" 
packet  contains  “push out”  car  mmlels  made  of  strong  hristol  pajvr  in  five 
difierent  colors;  1.5  she<*ts  are  included  in  each  paeki't,  «*acli  sln*et  con¬ 
taining  I  f  inmlel  cars.  'This  adds  up  to  a  total  of  210  cars  to  take  care  of 
five  diffc'ri'iil  t‘Iassi>s  of  42  stiidc’iits  c*ach.  .Mso  includi*d  is  a  set  of  instruc¬ 
tions  that  suggests  ways  the  teacher  may  use  this  motivation  dcwiio  to 
improve  students’  s|>e«*d  and  aivuracv  in  typing.  The  pri<*«‘  is  $1.0H,  in¬ 
cluding  |Mistugi‘.  Older  from  Mrs.  Freda  Noble  Paul,  ’TyiX'writing  Motiva¬ 
tion  lieadipiartc'rs,  2227  IViith  Avenue,  lliintington,  Wc‘st  N’irginia. 


PROBLEM  CLINIC 

(Cnntituu-d  frinn  i>anf  6) 

im*ss  to  help  wherever  possible. 

.3.  Your  conceni  for  the  lx*st  in- 
tc-rests  of  your  students. 

4.  The  desire  to  create  an  inctm- 
tive  program  for  your  students. 

Talk  over  the  program  with  your 
principal  or  su|M'rintend<‘nt  Ix-fore 
yiMi  prc'SC'iit  it  to  the  faculty.  You 
might  notify  the  various  org:ini/.ations 
in  your  community  of  your  ohjec-tives 
through  either  a  direc-tion  slwc-t  or 
{M-rsonal  contact. 

As  for  the*  school  lu-wspapc'r;  Our 
advanced  class  usc*d  three  or  four 
class  pc'riixls  in  the  la.st  week  of  the* 
month  (along  with  a  study  |X‘ri<Kl  or 
two)  to  work  on  it.  We  found  that 
piihlishing  a  n<‘wspaiH‘r  once  a  month 
was  a  little*  tcK)  difficult,  so  we  piih- 
hshc*d  ours  every  other  month  in 
order  to  allt*viate  the  work  load  on 
tin*  studc*nts.  'TliLs  might  solve  your 
prohl(*m.  ( I  would  Im*  happy  to  si*nd 
you  a  copy  of  our  pap<*r,  and  I 
would  c*njoy  rc*ceiving  one  of  yours.) 

Happy  t(*aching  to  you  in  this 
scIkniI  yc*ar. 

Wii.i.iAM  .M.  Mrn  iiKi.i. 

Fort  Hrivoir,  Virginia 

NOVEMBER  PROBLEM 

/  hm  v  returned  to  teaehinu  after 
an  ahsenee  of  ten  years.  I  fujve  no- 
tieed  tfuit  the  tnetfunl  of  /ignririg  the 
net  words  per  tnitmte  in  typing,  as 
is  reeornrnended  f>y  the  text  that  I 
use,  is  different  from  the  method  I 
form(‘rIy  used 

My  textluHik  recommends  dividing 
the  uross  strokes  hy  five  to  net  tf\e 
nross  words,  siditrari  nundter  error, 
and  divide  hy  lennth  of  time  to  gc*/ 
net  words.  Formerly  /  jwnalized  each 
error  10  words.  I  understaiul  that 
.state  emitests  and  employment  apen- 
eies  also  jH-tudize  W  words  for  an 
error.  Which  metluHl  should  I  folUnc 
and  why? 

Pkaiii.  Zkwk 
liesen  e,  Louisiana 

Suggested  Solutions 

Dear  Miss  Zewr: 

I  lM*Iievt‘  that  the  answer  to  your 
prohl«*m  lie's  in  the*  purpose*  for  which 
the*  te*ache*r  {M'liali/A'S  e*ach  e*rror.  I 
think  that  the  original  ide*a  of  the 
10-worel  pe*nalty  was  that  a  tvpist 
would  lose*  alwHit  10  words  in  steip- 
ping  to  e*orre*e't  an  e*rror. 

My  opinion  is  that,  espe*cially  in 
lM*ginning  typing,  a  10-word  error 
pc'iialty  has  an  adve>rse*  psychological 
effe*ct  on  the*  stuele*nts.  Tliis  is  e*s|M*- 
cially  true*  when  w'e  etnisieler  that  e>ne 
eif  the*  primary  objectives  of  lM*gin- 
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iiiiiK  t\pin(;  is  to  hnild  ({(mxI  basic 
tcc'hiii(jiu‘s.  Sp«‘«-(1  uikI  accuracy 
should  not  Ik-  ovt-rcinpliasi/cd  hy 
luakitl^  {M-ualtics  for  errors  ttx)  ^rcat. 
Students  just  starting  are  e\|K-cted 
to  make  mistakes,  so  why  make  them 
ieel  that  this  is  unnatural^  If  they 
do  m-t  this  fet-lin^;,  they  may  attetnpt 
tt>  concf-ntrate  on  the  pr(Mluction  of 
[M-rfei-t  c<ipy  to  tin-  detriment  nt 
H<kk1  technicpie  huildinK-  Perfect  c«>py 
is  not  the  objective  oi  iM'Kinnin^ 
students. 

.V-c-ordinn  to  (!lem  ( 7Vf7mh/ne.s  of 
Teaching  Tijiu-u  rithtu,  Crey^  Pub¬ 
lishing  Division,  M(<>raw-ilill  HtMtk 
Caimpany,  Inc.,  H).'S5,  p.  366),  the 
term  ncpni  (correct  words  p«-r  min¬ 
ute)  is  us<-<l  with  a  1-word  jM-nalty, 
and  ritcpni  (net  words  per  minute) 
is  list'd  with  a  lO-woril  jx-nalty.  I 
recommend  this  text  as  a  H‘xh1  K‘“"* 
eral  reference;  six-  especially  pp. 
305-316  on  Timed  Writinys.  See  also 
the  Manual  for  20th  Crutunj  TijfH-- 
writing.  Sixth  Kdition,  South-Western 
Publishin^i'  C.'ompany,  pp.  36-37.  (Si-e 
the  inside  back  cover  of  the  latter 
text  for  an  explanation  of  the  Inter¬ 
nationa)  Typewriting  Contest  Mules.) 

In  the  case  of  advanced  students, 
or  in  cases  where  j>erfect  copy  was 
the  objective,  I  think  that  a  lO-word 
(K-nalty  c-oiild  probably  Ik-  justified— 
if  it  did  not  have  the  effect  of  mak¬ 
ing  lM‘KinninK  students  s|K‘nd  undue 
time  and  effort  in  the  priKliictiun  of 
p<-rfect  copy, 

KNrKai  J.  HAt;A 
Vacavilh',  Califnrnui 

Ih-ar  Muss  Zaur: 

During  the  early  sta|{es  of  type¬ 
writing  (vocational  and  pr-rsonal),  we 
are  not  as  interested  in  accuracy  as 
we  are  in  the  "Big  Four”  of  tyjx-writ- 
ing— |K>sition,  stroking,  concentration, 
and  rhythm.  Wr  are  very  much  in¬ 
terested  in  attitude  as  a  factor  in  type¬ 
writing  suc-cess. 

If  the  teacher  deducts  10  words 
for  each  error  when  gross  strokes  are 
low,  the  net  words  pi-r  minute  may 
Ik*  low,  or  may  even  1m-  a  minus 
ipiantity.  This  s<*rves  to  defeat  the 
piiqxisr*  of  the  coiirsi*.  'Fliere  is  a 
frustrating  note  of  finality  accompany¬ 
ing  a  minus-words-p<*r-mimite  figure 
for  a  timed  writing. 

.Start  off  by  pi-nali/ing  one  gross 
word  p«-r  i-rror,  and  graduate  slowly 
toward  the  maximum  penalty  of  10 
words  for  each  error. 

The  students  must  taste  su<(t*ss  in 
order  for  them  to  strive  for  more 
typ<*writing  skill.  MememlK-r,  first 
things  first!  Teach  them  form,  th«*n 
aci-iiracy;  and  sp«-ed  will  follow  na¬ 
turally. 

lIowAiin 

Viroqtui  Puhlir  Srh(H)h 

VinHfiui,  Wisrtmjfin 


0£Zh/'CC4^ 

H. 


HELEN  H.  GREEN  MICHIGAN  STATE  COLLEGE.  EAST  LANSING 


Half-loarnings.  \\  hile  I  was  .it  summer 
scIkmiI  several  years  ago,  I  received  a  p.irticiil.ii ly  cli.iimiiig  letter  Iroin 
my  eleven-year ohl  daughter,  Jennifer.  Part  of  jenny’s  letter-writing  charm, 
tln-n  as  now,  stt-ms  from  tin*  fait  tli.it  she  is  something  of  a  dailing  her¬ 
self,  but  a  gii-at  part  ol  h»*r  delightlulness  at  th.it  p.iitii-iilar  era  ol  her 
d(*velopment  lay  in  the  (di.iuceiiaii  flavor  that  lingered  in  her  spelling  and 
in  the  (a-rtriide  .Stein-ish  (pi.ility  ol  her  pimctii.ition.  (  All  this  without  ever 
having  heard  of  (Ihaiicei  or  (•ertriidc.) 

Wrote  Jenny,  among  other  things,  in  her  (iist  letter;  "I  hope  you  aren't 
tiK),  busy.”  (Note  comma.)  Wrote  Jenny,  near  the  end  ol  the  second  and 
last  page:  “We  had  ipiite  nite  days  and  not  tini,  hot  l.it«-ly.”  (.Note  comma.) 
W'rote  Jenny  in  a  P.S.:  “(bandmother  say  we  iMiiight  tiwi,  much  jiiiike 
at  the  carnivle  but  to  tell  you  you  are  sale,  it  will  take  up  t«M»,  much  hkiiii 
in  the  car  lor  us  to  take  to  Fast  Dinsing.”  (N'oti*  consistency  ol  comma 
pimctiiution.) 

It  wasn’t  dilficiilt  to  reconstrint  the  “comma  rule”  th.it  Jenny  h.id  half 
learned,  nor  to  identify  the  fact  that  she  had  definitely  Ix-en  exposed  to  it. 
rh(-  consistent  repetition  ol  that  “tiMi,”  pattern  didn’t  just  luippm,  Thosr- 
particiiiar  commas  had  much  bigger,  rounder  heads  and  ciiilier  htth*  pol- 
liwog  tails  than  did  the  other  commas  strewn  at  random  throughout  the 
letter.  She  had  clearly  thounht  alMiiit  thosi-  p.irticul.ir  commas  when  she 
))ut  them  in.  I  could  see  her  putting  them  in  with  a  pleased,  almost 
righteous  liHik. 

There  is  a  futility  and  a  uselessness  to  things  hall  learned  i-ven  d.ii.ger 
in  some  instancr-s.  When  Pope  said,  “.A  little  learning  is  a  d.mgerous  thing,” 
he  probably  meant  to  include  half-learnings.  But  sometimes  these  hall  learn¬ 
ings  aren't  .so  imiiM-uous  or  amusing  as  Jenny’s.  It  is  one  thing  to  half  h-arn 
a  tsrrrect  ii.sr*  for  a  comma,  rpiiti-  another  to  half  learn  an  economic  or 
siK'ial  priiK-ipIe.  .Surely  one  ol  a  teacher’s  most  im|K)rtant  res|M)nsibilities 
is  to  Ik-  alert  for  signs  of  half-learnings  and  to  reteach  whenever  there  is 
a  lack  of  understanding  of  the  subject,  Unfortim.ilely,  however,  the 
symptoms  of  hali-h-urnings  are  not  always  as  apparent  as  were  Jenny’s 
misplaced  commas.  I)et(*(ting  the  more  siibth-  ones  an<l  doing  smnething 
alK)ut  th(-m  is  oik*  of  the  basic  chalh-nges  of  giMid  teaching. 


My  old  homo  town.  Floyd  Feusse,  one  ol  our  young  inslnulors  last 
year,  adds  the  name  ol  each  student’s  home  town  to  liis  seating  chaits. 
Says  I'loyd,  “I  know  Michigan  pretty  well,  .md  it  helps  me  get  to  know 
the  student  if  I  am  ;d)le  to  say  something  right  at  tlx*  iK-ginning  of  tin- 
term  alxKit  his  town  .ir  his  part  ol  the  state,  .Mvi,  where  he  comes  fiom 
is  sometimes  a  pn-tty  gfMxl  clue  to  other  things  alMiiit  him.”  Of  course, 
this  is  not  the  only  kind  of  inforni.ition  th.it  will  help  you  to  give  |K*r- 
sonali/ed  attention  to  your  students. 

Going  what  way?  You  might  Ik*  interested  in  a  little  versr-  that  I  read 
somewhere  not  tixi  long  ago.  It  is  one  of  thosr:  things  that  keep  coming 
back  in  a  disturbing  sort  of  way-or  do  you  agree? 


I  read  in  a  Ixxik 
AIkkiI  a  man 
VN'ho  went  alKiut 
Doing  giKKl. 


I  find  it 

Most  disr  oncerting 
rhat  I  am  content 
With  merely  going  alMiiit. 


Do  you  know  any  teachers  who  are  content  with  just  "going  alNiut”? 
What  Ix-tter  s<*ason  could  there  Ik*  for  their  taking  stix  k  of  tlK-mselves 
and  putting  some  pur|K>se  into  that  going  alMiut? 

May  I  Ixirrow  from  liny  rim  and  say  tri  you  all:  ".Merry  CJiristmas! 
(khI  bless  you  ev»*ry  oik*." 


DECE.MBER,  1957 
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",  1  GOING,  GOING... 

SOLD  FOR  ^II.OOl^  OH,  no/  I  WITHDRAW  MY  BID.' 

t: 

.  I 

' l‘ •'^-h  '  "h' 

/L,r- 


'//A 
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IS  THERE  A  CONTRACT? 

Annoiin'ckh:  Hav<*  you  ♦‘V**r  uttnich'd  an  auction  sale?  Here’s  one  ulN>ut 
to  lake  place.  We'll  ask  you  to  <leterinine  whether  ()r  not  a  contrart  has 
iM-en  iorineil. 

Auf.TioNKKH;  We’re  selljn){  out  the  stiK’k  of  the  famous  lladh'y  .store— 
sellintt  it  all  at  auction.  KverylhiiiK  must  go.  Just  tell  us  what  you  want, 
and  we'll  pul  it  up  for  sale. 

Seicr.TATOH  A:  How  alaml  tliim*  wrist  watches? 

AuciTONKhH:  All  ri^ht!  Wrist  watches.  Do  you  like  this  one?  Here,  examine 
it.  ((iivi'g  watch  to  SfHuiator  A,  who  cxatnitic*  it  and  dunes  it  to 
SfH’ctator  li.) 

Si'Mri  AioH  A  (rctiiniiuft  watch):  Ves,  that’s  what  I  want.  I’ut  it  up  for  sah‘. 

Ata.i kinkkh;  AnylhiuK  to  please  a  customer.  (lamdiy)  For  this  ({eniiine 
laird  K-llon  watch,  Swi.ss  movement,  made  to  last  a  lifetime -what  am  I 
offereil?  Who'll  make  tlw  first  hirl? 

Si*M.TAioi<  A:  I  hid  $.*). 

AoctioM'.kh;  Five  dollars?  W'hy,  $5  wouldn't  pay  for  the  watchhand.  Do 
you  know  what  this  watch  sells  for  in  the  stort's?  You  ciNddn’t  touch  it 
for  $.50.  Now,  I’m  not  asking  for  $.50,  hut  who1l  givr*  m«*  a  reasonable  hi<l? 

Si'MriATon  ():  I’ll  give  $I0. 

Seicr.TATOH  A:  Kleven  dollars. 

Aor.lKtNKKH:  Kh'ven  dollars.  I  hear  $11.  Who'll  make  it  fifteen?  I>)  1  hear 
filtiN*!!?  FiftiHMi?  (kiing,  going  ,  .  .  (lutnus  table  with  lutmmer)  CiONE! 
Sold  for  $11.  Wrap  it  up  for  the  man. 

SeM.TA  roil  A;  Wait  a  minute  ...  I  don’t  want  it  after  all.  I’ve  changed 
my  mind. 

Annih^nckh;  He  changed  his  mind  anti  claims  he’s  not  IkiuikI;  hut  the 
ipiestion  is;  Has  a  contract  Imh'ii  fomx'd?  If  not,  then  neither  party  is 
ImiuiicI;  and  the  auction(*er  can,  for  example,  sell  the  watch  to  someone 
els<*. 

DEt-'ISION:  The  customer  is  lumtul.  1 1  is  offer  of  $11  was  accepted  by  the 
anciioneer,  and  it  is  therefore  foo  hte  to  withdraw  the  offer. 
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SIMPLE  DEVICES  IN  TYPING 

( ('otUinued  from  page  27 ) 

cent  lighting  is  gcHxl.  COLOR  AND 
DKCOHATION:  In  tftc  sihoolroom,  pas¬ 
tel  i-olors  such  as  blin-,  pink,  or  soft  green 
are  arlvisahle.  Bright  colors— red  and 
orange,  for  exainpU —  seem  to  have  a 
glossy  aial  glaring  effect  tliat  tires  tla* 
ey«**.  SCENK.S:  Before  taking  a  typing 
test,  iniagiiu*  a  picture  tliat  can  lie  re¬ 
laxing  to  laith  ycNir  mind  and  eyes— for 
example,  la'aiitifiil  country  snow,  a  sun¬ 
set,  or  iiKMinlight  on  a  river.  Some  franks 
aial  offices  like  to  have  reproductions  of 
siicli  lands<-a|)es  on  tla'ir  walls. 

2.  SOl'NI).  MUSIC:  Beautiful  music 
is  always  pleasing  and  relaxing  to  tla*  ear 
.ind  mind.  Typing  rliytlim  and  music  are 
t  iosely  related.  I’OETRY:  I>'striptive  po¬ 
etry  is  relaxing,  and  sometimes  inspiring. 
That’s  why  students  are  sometimes  askeil 
to  Wring  in  a  slairt  pcM-m  to  he  read 
ladore  a  typing  test. 

.3.  TOIT.'II.  F«*eling  is  represented  by 
a  s<‘ns«‘  of  control  aiKi  quick  strokes  in 
touching  tla*  keys. 

4.  TASTE.  Always  eat  a  go«Ml.  hal- 
anctsl  breakfast  la'fore  going  to  schiM>l 
or  wf>rk.  Y(hi1I  find  tfiat  y<Ni  can  do  more 
aiul  la-tter  work  than  you’d  lie  able  to  do 
on  an  «‘mpty  stomach. 

y  SMELL.  VE:NTII,ATI0N:  Always 
hav«-  fresh  air  wlwre  you  are  wrrrking. 
.A  warm,  (XNirly  ventilated  rixHii  will  re¬ 
sult  in  inferior  work. 

If  you  toss  such  an  ussigiimeiit  to 
your  students,  they  may  come  up 
wit  I  I  something  else.  With  a  bright, 
eager  class,  it's  soiiM'times  Iretter  to 
give  an  a.ssignment  like  this  instead 
of  sprarn-ftH-ding  all  the  answers  your¬ 
self;  the  work  lH*com(‘S  a  part  of 
y«Mir  students  lH*c-ause  they’ve 
thought  alxnit  it  themsedves.  And 
don't  Im*  surprised  if  you  have  bright 
students  from  an  niuleqrrivilegetl 
group.  Stiich'iits  in  one  <if  my  groups 
spr'iid  their  vacations  rlriving  taxis, 
working  in  restaurants,  or  clerking  in 
stoies.  Many  are  working  their  w'ay 
threnigh  sch<M)l. 

NN'hen  I  was  a  little  girl,  I  was 
much  impres.s(‘d  by  Russell  (^onwell's 
lecture  on  “Acres  of  Diamonds”  to  lx* 
found  right  at  home*.  It’s  true;  I  find 
diamonds-artists,  writers,  musicians, 
sociologists,  s|M*akets,  planiu'rs— in  al¬ 
most  every  group  I  teach.  Try  a  few 
d«‘\icr*s.  Wlu’ii  y«»u  Ix'come  aware 
that  your  students’  mimls  are  waking 
up,  y«>u1l  Ix-gin  to  see  those  “Acres 
of  Diamonds"  in  your  class. 

.And  wlwn  recruiters  c«nne  around 
l(Niking  for  office  workers,  you  can 
recommend  students  who  are  not 
just  routiiK*,  m(*chanical  workers,  but 
eager  and  enthusiaidic  individuals 
who  are  resourceful  and  have  ideas 
for  getting  a  job  done. 
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EILKEN  had  a  problem.  Hop 

in^  to  supplement  her  scholarship 
to  State  Caillegc,  she  had  taken  an 
evening  job*  as  a  part-time  secretary 
to  a  doctor.  She  was  to  work  only 
three  nights  a  week  from  six  to  niiu*- 
thirty.*  This  would  leave  her  enough 
time  for  studying  aiul  prf^)aring  for 
the  next  day's  classes. 

Things  were  not  working  oiit^  as 
planned,  however.  It  seeimnl  that  Doc¬ 
tor  Michaels,  a  pleasant  man  and  cer¬ 
tainly  an  excellent  doctor,  was  quite* 
absent-minded  when  it  came  tj>  cler¬ 
ical  work. 

“Be  in  at  six,**  he  had  told  Eileen 
the  niglit  of  her  interview.®  Eileen  had 
arrived  at  his  office  promptly  at  six 
the  next  night.  Six-thirty  had  come; 
seven;  seven-thirty;  and*  finally,  a 
t{uarter  of  nine.  Eileen  had  waited 
(]uietly  thinking  that  the  doctor  must 
have  had  an  emergency^  patient. 
When  he  had  finally  come  into  her 
offict?,  however,  DrK.“tor  Michaels  had 
put  his  smcxith,  white*  hand  to  his 
slightly  graying  head. 

“Miss  Bates,  I’m  so  sorry.  I  forgot 
you  were  coming  toniglit.”  He  liad 
pulled  up  a*  chair  and  had  started  to 
dictate.  By  the  time  Eih'en  had  fin- 
isherl  tran.scTihing  the  complicated  re- 
I>ort  with  its**  long  technical  words, 
it  was  eleven-thirty.  It  had  taken  her 
another  hour  to  get  hack  to  the  col¬ 
lege**  campus.  Naturally,  she  was 
*piite  tirerl  in  her  eight  o’clfK'k  class 
the  next  morning. 

The  next  evening  that  Eileen 
wcjrked*'**  at  the  djK-tor’s  office  had  the 
same  result.  He  didn’t  start  to  dictate 
until  ten. 

Eih*en  reali/axl  that  she’*  could  not 
go  on  working  such  late  hours.  She 
decided  to  have  a  talk  with  the  doctor. 

"What’s  the  matter,  Eileen?"  Sally,** 
the  d(K-tor’s  nurst*,  askt'cl  as  Fahxm  sat 
at  her  desk  waiting  for  him. 

Eihvn  luid  become  <piite  friendly 
with  Sally*®  and  decided  to  confkle  in 
her. 

“Oh,  Sally,  I  can’t  work  here  so 
late.  I’m  tiretl  in  class  aiwl,  liesides. 
I’ll  b<-  in’*  trouble  with  our  house¬ 
mother.  She  gave  me  pi-rmission  to 
stay  off  the  campas  only  until  ten- 
thirty.  Shell  make’^  me  quit  my  job 
if  this  ke<*ps  up." 

Sally  smiled.  “I  can  understand 
your  probl<*m.  I’ll  tell  you  a  little 
secret,  F’ileen.’"  I’ve  worked  for  Doc¬ 
tor  Michaels  for  thre«*  years.  As  far  as 


DIRECT 
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RAY  BRUCKNIR 


I'ln  conceiiH*!!,  he’s  a  wonderful  d<M'- 
tor— and  |H‘rson.  I’"  broke  my  arm 
two  years  ago  and  not  only  did  hr* 
|>ay  me  for  all  the  time  I  tixik  off,  but 
he  also  took  care'-*"  of  my  arm  and 
refused  to  let  me  pay  lum  anything 
for  the  treatments.  His  only  fault  is 
his  absent-mind»Hlness.”-*’ 

“I  know  he’s  very  nice,’’  said  Eileen, 
“but  what  can  I  do  alxiut  this'?  I 
really  nwd  the  job  to  pay  for**  ex- 
|H*nses  the  scholarship  diK'sn’t  cover." 

"Why  don’t  you  talk  to  him'?’’  Sally- 
told  her.  "He’s  really  very'-*-'*  under¬ 
standing." 

The  doctor  bu//ed  for  Sully,  anil 
Eileen  was  left  alone  at  her  desk.  At 
nine-thirty  the  diM-tor  came**  in  with 
his  notelxMik. 

“DiK-tor,"  Faleen  said  in  lier  care¬ 
fully  rehears<*d  s|x*<*c-h,  "I  understand 
that  you  are  busy  with*®  your  patients, 
but  isn’t  there  some  way  you  can  ar¬ 
range  your  schedule  so  we  can  start 
working  earlier'?"  She  went  on**  to  ex¬ 
plain  her  situation. 

The  diK’tor  listened  attentively.  He 
was  genuinely  concerned. 

"I  am  so*'*  sorry.  Miss  Bate^.  I 
didn’t  reali/<‘  you  were  having  a  prob¬ 
lem.  Of  course*  we  can  iM-gin  earlier." 

The  next**  two  weeks  wr*re  exactly 
as  Eileen  had  planned.  Promptly  at 
six-thirty,  D«K-tor  Michaels  brouglit 
his  note's  and  rlictated'-*”  his  r<’|)orts. 
She  was  finisfu'd  by  nine  «>r  nine- 
thirty. 

The  next  week,  Eileen  was  finishing 
a  repeirl.  .She  liruslu*d-*"  typing  and 
waited  for  the*  dixior.  Flight  o’chx-k 
came  and  still  he  didn’t  r-orne. 

"He  must  have  an  «-mergi*ncy 
call,"*’  F’.ileen  reasrmed. 

F'inally  at  te*n,  Drx-tor  Michaels 
canrM*  in.  Without  a  word,  he  started 
to  dictate  a  long  rejxirt.**  F’.ileen  sairl 


iMithing,  but  ttxrk  down  the  notes  and 
transcrilx'd  them. 

The  next  week,  Fahfii’s  worst  fears 
were  cwifirmed.  DexTor  Mit-huels*" 
had  reverted  to  his  old  ways.  He 
didn’t  come  into  her  office  until  nine- 
thirty;  and  oncf!  Flileen  workesl'**  until 
mirinight.  She  was  afraid  of  what  the 
housemother  would  say  or  do. 

‘This  r-an’t  go  on,"  she  thought, 
wishing  that  Sally*®  hud  not  gone  on 
vacMtion.  At  least  she  would  have  lx*en 
able  to  oiler  a  suggestion.  Eileen  wax 
never**  so  happy  in  her  life  as  wh«*n 
the  plume  rang  and  it  was  Sally  call¬ 
ing  to  s«*e  if  all  was  well  at  the  offic*e.** 

"Oh.  Sally,"  sight'd  Faleen,  "am  I 
glad  to  hear  from  you." 

“What’s  wrong'?" 

Falreii  ixuired  out  the  whole  story. 
Sally  suggt'sted**  having  another  talk 
with  tilt*  dtK'tor. 

“That  won’t  wtrrk,"  Faleen  toltl  her. 
“He’d  only  forget  again.  He’s  so  ab- 
s<'nt*'*-minfle<l  that  tlie  only  thing  that 
will  work  is  a  direct  approacli." 

"What  do  y«»u  mean'?" 

"Well,"  F’ileen  whispt'retl,  in  case 
the*"  doctor  walked  in,  “I  have  a 
plan;  but  I’m  afraid  to  try  It."  Eileen 
I'xplainc'cl  her  little  st,-heme. 

Sally  laughed.  "Oh,  that’s**  great! 
(io  ahead  and  try  it;  I  Ix-t  It  works.” 

"Do  you  think  lie’ll  mind'?" 

“No,  no.  He*  knows  he's  alrsent- 
mincled;  he’ll  laugh  and**  lx*  glad 
you  thought  of  it.  Cm  ahead." 

TTx'  ix'xt  night,  Dextor  Micrhaels 
walkc’cl  into  F’ilc'C'n's  offic-e. 

“Oh.  Miss  Bates,  will  you**  please 
rc'acl  off  my  appointments." 

Eilc*c'n  read  them,  “A  .Mr.  Tc-mple 
at  six-fiftec'ti.  Miss  Sirnrns  at  six-thirty, 
and  tlx'**  rc'st  are  tlx*  regular  Friday 
night  fiatients." 

"Who  are  Mr.  Teinple  and  Miss 
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FLASH  READING 


ALTERNATIVES  IN  MATH 


Sifiirnit?''  tlwr  Atn-itn  wanted  tf)  kii(»w, 
“Mr,**  Ternple,"  Flileeii  foW  liiin, 
"hai  ati  iiilM'terJ  Itarul.  (>iie  of  tfie 
otfwT  (MtW'iitK  Kave  him  your  name, 
Mus  Simm<»  lia»  puiris**  in  Iv'r  »fioul* 
der  and  wanl«  Iwrat  treatrnentk.  I've 
kelkediiled  Iier  all  wi-ek,” 

'The  d4K.1or  went  back  into  hit  of> 
fic*e.  At  tix-filteen,*^  Mr,  Temple  winit 
in,  A  few  miniitf't  later,  lie  eame  out, 
hit  hand  neatly  haridagf*d, 

'I'he  diM-tor  hu/.ml,  "Si'iid  in*"  the 
next  patii'fit,  iileaM*," 

Kih^n  went  into  hit  offiee  and  tat 
down,  |M*n  |MiiM‘d,  notelMKik  in  lap. 

'I’he  diK-tor  wat  pii/./.I«*d.**  "Where 
It  Mist  Simfnt't^ 

Kileen  tmiled.  "Shall  we  ttarl  the 
rejKirt,  diKtor?” 

DiM-tor  Miehaelt  tilted  hit  head, 
"Hut  ,  .  ,  Mix*  Siiiirnn  .  .  .  where  ,  ,  .  ? 
Don’t*"  tell  mv—ymt  are  Mitt  Simrnt'r'" 
Kileen  tmiled  aKaiii.  "Yet,  do<-lor, 

I  am  Mitt  .Siinmt.  I’ve  made  an  ap- 
IMiintuM'iil  with  yon  (*very*'  ni)(ht  at 
tix-tiurty  for  a  Ioiik  time," 

'Hie  d(K-tor  lau)(l><‘<l.  **AII  rinht, 
'Mitt  .Simmt,'  take  tint  down  .  . 

(um) 

OGA  MEMBERSHIP  TEST 

M««ting  Em«rg«nci«ft 

The  pri/i't  of  hfe  to  thotr* 
who  ttrive  earnestly  to  ((et  a  fol) 
done  tiK'cettfully.  'I'he  way  to  in(‘et 
a  ehalh'tiKe*  it  to  do  each  daily  task 
the  lN*tt  you  ean— to  act  at  thou({h 
the  eye  of  op|)ortunity  were  on  you 
ancP  you  eoiild  not  fail. 

Ill  tlir  hundred-yard  raee,  a  winner 
d<M‘t  not  erott  the  ta|)4‘  line  a  doz(Mi 
ttridet  ahead  of  the  field.*  He  ofttm 
wins  by  inehi't!  In  the  lii^  Interna¬ 
tional  O  (>  A  Shorthand  Writing 
(lontest,  the  winner  often*  wins  by  a 
narrow  tnarttin  of  skill-a  Kap  that 
iniKht  easilv  have  Inm’ii  eloM'd  by 
an  extra  hour  of  praetier**  each 
day  on  the  part  of  another  contestant. 

'I'hi*  bift  thiiiKs  that  come  your 
way  are  often  the  fruit  of  s<*«l 
planted"  in  tiu*  daily  routine  of  your 
work.  (1 26) 


JUNIOR  OGA  TEST 

Day  by  Day 

Live  your  life  each  day  at  you 
would  climb  a  mountain.  An  iKTa- 
sional  ^lallee  toward  the  summit  ke<‘ps 
the  )(oal  in  mind,'  but  many  lieautiful 
seiMies  are  to  lx*  observetl  from  each 
new  vantuKe  |M>inl.  (^limb  slowly, 
steadily,  enjoying  each*  p.issinK  mo- 
iiumt;  the  view  from  the  summit  will 
serve  as  a  fitting  climax  to  the  jour¬ 
ney.  (.56) 


Don't  Call  Wolf! 


MARGARET  OTTLE  Y 

T  C.’OMKS  AS  DL  ITK  A  SI1(K:K 
when  I  find  now  and  then  that 
many  pi'ople  either  have  not  heard  or 
have  forgotten  the'  ttory  aixmt  the 
Ixiy  who  cried  wolf.  He  felt  lonesome 
on  his  job  tending  a  herd  of  sht't'p,  so 
he  ran  down  the  hill^  screaming, 
"Wolf!  Wolf!"  Some  neighlxrring 
sheepherdert  came  to  hit  aid,  only  to 
find  that  there  was  no  wolf.  After 
thriH*  falM-*  alarms,  they  didn’t  res- 
|xiik1  to  his  next  call;  and  that  time 
there  was  a  wolf. 

Heginning  workers,  t(Ki,  S4>metimes 
have  a*  tendency  to  call  wolf  on  the 
slightest  pretext.  Perhaps  they  fer*l 
strange  and  left  out,  so  they  think  up 
ways  to  get*  attention.  'Diey  will  ask 
one  (jf  the  staff  rnemirers  hrr  some 
carlKHi,  then  minutes  later,  some  let¬ 
terheads.  Sometimes  they  want"  to 
know  what  margins  to  use  or  what 
closing  to  list*  when  none  is  dictated. 
Tliey  rlon’t  dejM-nd  on  their  own  re- 
soiircf's^  or  the  officr*  manual,  and  in 
the  case  *)f  the  letter  closing,  their 
Ixiss’  H.sual  style. 

On  the  other"  hand,  they  will 
w'restle  with  vital  problems  like  how 
to  set  up  a  re|x>rt  or  how  to  make 
word  substitutions"  or  fill-ins  when 
they  have  misserl  some  of  the  dicta¬ 
tion.  Perhaps  some  of  you  on  your 
entry  int»)  business  rememIxT*"  the 
admonition  not  to  interrupt  frerpient- 
ly.  But  keep  in  mind  that  the  kinds  of 
int(*rniptions  and  their"  relative  iin- 
|M>rtance  should  lx*  your  primary  con¬ 
sideration.  No  one  watits  you  to  sp<*nd 
several  hours  doing"  a  job  that  has 
to  lx‘  done  over  again  )x*(‘ause  you 
didn’t  understand  instructions  aiul 
made  your  own'*  decisions. 

It  is  im|x>rtant  to  kntiw-  when  to 
call  wolf  and  when  not  to.  Think 
through  your  office  problems  lx*for** 
you  call'*  for  help.  Make  a  list  of  the 
|)roblems  for  which  you  nee<l  answers, 
for  example: 

1.  How  many  c-opies  of  a  re|X)rt'* 
are  nwtled? 

2.  Should  the  sales  figures  lx*  ar¬ 
ranged  in  cftliimns? 

•3.  Is  Mr.  Jones  on  the  staff  here  or 
in  one'"  of  the  bratx'h  offic'cs? 
His  name  is  not  in  the  company 
rt*gi8try.  (333) 

*  I ItmiifJ  to  Ckoftert  Onr  ftrvujft 
l-Hthl  of  t\rtat  Skortkaod  Stmfhhfd. 


(Continiu'il  frittn  ftane  14) 

crrpe  with  problems  like  these  during 
the  first  wr*ek,  or  evtm  the  first  month, 
of  the  term.  The  basic  elements  of 
finding  inter(‘st,  discount,  principal, 
inc-onte  tax,  real-estate  tax,  and  tht* 
host  of  other  topics  of  the  traditional 
cours«'  must,  naturally,  lx*  tatight  as 
individual  entities.  Hut  somehow,  at 
some  time  in  the  cwirse  of  our  daily 
routine  of  having  students  grind  out 
mechanical  answers,  we  must  teach 
them  to  think  as  intelligent  consumers 
or  businessmen  do. 

Ixians  are  not  the  only  area  open 
to  exploration  of  alternatives.  (Ques¬ 
tions  such  as  thes«‘  csiver  other  topics 
in  busiix'ss  mathematics: 

( 1 )  Your  home  is  worth  $30, (KM). 
You  feel,  however,  that  $20,(K)0  worth 
of  fire  insurance  will  more  than 
ad(‘(piately  protect  you.  Througli  your 
insurance  agent,  you  leani  that,  if  the 
HO  p<*r  c-ent  clausi*  (under  which  you 
insure  your  prop«*rty  at  HO  per  cfiit 
of  its  value  i  is  included  in  your 
policy,  you  will  be  entitlerl  to  a  25 
|X‘r  cent  reduction  on  the  premium. 
From  the  standpoint  of  savings  on  the 
premium  only,  should  you  insure  your 
propc'ity  at  HO  p<*r  cent  of  its  value 
or  select  the  ordinary  coverage  for 
$20,(KM)? 

(2)  You  have  a  wife  and  two  chil¬ 
dren.  Your  total  yearly  income  is 
$I.H.57.  .\fter  itemi/.ing  your  deduc¬ 
tions,  you  find  that  they  add  up  to 
$.56-3.50.  Should  you  use  the  short 
1040  form  or  itemize  yixir  dc'diictions 
and  use  the  long  1040  form':*  How 
much  would  you  save  by  using  one 
form  rather  than  the  other':* 

(3)  -\s  the  manager  of  the  inen’s- 
wear  department  of  a  large  depart¬ 
ment  store,  you  find  that  each  month 
approximately  1,(KN)  pairs  of  men’s 
socks  priced  at  75  cents  are  sold.  By 
lowering  the  price  to  60  cents  a  pair, 
you  can  increase  sales  to  1,2-50  pairs 
a  month.  Each  pair  of  socks  c-osts 
the  store  6-5  cents,  less  a  trade  dis¬ 
count  of  3  p<*rcent.  Would  it  lx*  wisi* 
for  you  to  drop  the  price  of  the 
scxks':* 

It  should  lx*  evident  that,  through 
these*  problems,  it  is  possible*  to  tie 
toge*the*r  topics  that  had  lx*e*n  pre- 
sente‘d  e*arlier  as  se*parate  concepts. 

Te*aching  busine*ss  mathe*matics 
without  te-aching  the  stude*nt  how  to 
think  in  terms  of  alternatives  will  only 
partially  fulfill  the*  obje‘Ctive‘S  de*sirable 
for  this  c-emrw. 
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BUSINESS  EDUCATION  WOHLD 


Professional  j 


NtWS  SPOTLIGHT 


Value  of  Homework  Disputed 

.  .  .  by  both  educators  and  parents,  according  to 
recent  survey  of  National  Educational  Association. 

The  new  study  reveals  a  wider  range  of  opinion  on  this 
subject  than  on  any  other  question  of  school  policy. 

Some  educators,  for  instance,  would  like  to  start  home¬ 
work  in  the  fourth  grade  and  increase  the  assignments 
each  year  through  high  school  ;  others  would  eliminate 
all  homework  and  replace  it  with  supervised  study 
periods  at  school. 

Parents  are  equally  divided.  Some  protest  that 
excessive  homework  disrupts  family  life  and  makes 
students  tense.  Others  insist  on  homework  either  to 
keep  their  children  busy  or  to  get  an  idea  of  the  pro¬ 
gress  their  child  is  making.  A  majority  of  parents 
and  teachers  agree,  however,  on  six  points: 

1.  Conventional  assignments  have  little  value  and 
should  be  completely  eliminated  in  early  elementary 
grades. 

2.  Homework  should  be  limited  to  an  hour  a  day  in 
Junior-high  grades  and  an  hour  and  a  half  in  senior 
high  schools. 

3.  Assignments  should  be  limited  to  four  nights  a 
week,  leaving  free  time  for  family  activities,  social 
life,  and  outside  interests. 

4.  Homework  should  never  be  assigned  as  punishment. 

5.  Most  students  accomplish  more  in  fifteen  minutes 
of  supervised  study  at  school  than  they  do  in  an  hour 
of  study  at  home. 

6.  Teachers  must  give  creative  assignments  that 
will  stimulate  individuals.  Long,  routine  assignments 
encourage  copying  and  cheating. 

Thirteen  Texans  Attack  Recruiting  Problem 

...  by  forming  advisory  council  for  The  Teacher 
Education  Foundation.  "Our  investigations  have  con¬ 
vinced  us  that  the  problem  of  recruiting  and  properly 
educating  excellent  people  for  the  teaching  profession 
is  one  of  crucial  Importance,"  said  0.  C.  Armstrong  of 
Fort  Worth,  council  chairman. 

The  group  will  seek  both  immediate  and  long-range 
solutions.  It  will  seek  private-fund  support  for 
"leadership  awards"  to  finance  advanced  study  by 
promising  teachers,  administrators,  and  students. 

"Every  other  profession  has  scholarships  to  attract 
the  bright  student,"  the  council  noted,  "and  the 
teaching  profession  must  have  such  scholarships  also." 
The  Teacher  Education  Foundation  is  sponsored  by  the 
University  of  Texas  (Austin)  Development  Board. 


PSOPLI 


•  Hichard  K.  liax  joiiiotl 

till*  hiuiiK’ss  and  l)usiiifs<i-«Hiiuatuin 
<i<‘|)artnu‘iit  of  Kin|Miria  (Kaii.sa.<ii)  Statr 
IVacfiiTS  C}ollc(t<*.  I1<>  lias  Ih‘«’ii  IhkIi 
m'IkmiI  priiit-ipal  at  St.  Marys,  Kansas, 
siiKt*  It>47. 

Itrklu*rt€*r  was  prrsidrnt  of  tin*  Kan¬ 
sas  Hnsini’ss  Tcat'ln'rs  AssiK-iation  in 
Hi.'Sa  and  is  now  on  tin*  Iniard  of 
dim-tors  of  tin*  Monntain-I'lains  HKA. 
Ill*  was  statt*  advisor  for  tin*  Fntnrf 
Hnsiin'ss  Leaders  of  Aineriea  from 
iq.Vt-.’ST  and  lias  In'eii  appointinl  eliair- 
man  of  that  oruani/ation  for  the  isitn- 
in^  year. 

•  I.ney  Hose  .Adams  received  her 
I'll. I),  de^ree  this  past  snninier  from 
Ohio  State  I'niversity,  C'.olninhns.  She 
is  currently  an  assiM-iate  professor 
of  hnsiness  at  Florida  A.  and  M. 
I'niversity,  TaliahasM*e. 

DiK-tor  Adams'  thesis  was  nititied, 
".\n  Analysis  of  tin*  I're-Service  I’rep- 


Li’cv  Hosk  Aoams 
.  .  .  prffHtratuni  fot  Inn  ftinn 


aration  of  Hnsiness  Teachers  in  In- 
stitiiltons  Accredited  hy  the  Southern 
AssfK-iation  of  tlollej^es  i«id  Se<  ondary 
ScInKiU."  Her  major  ^arlvisor  was 
Charles  H.  Hicks. 

•  ln«-/  Hay  Wells,  Ohio  .State  L'ni- 
versity,  ( !olninhiis,  has  In'cn  eler  ted 
dean  of  the  Institute  for  Certifying 
Sr-crefaries,  a  departrin'iit  of  NSA. 
l)(K-tor  Wells  has  tani{ht  at  Ohio  Slate 
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A  twauiilul  M>U  iiMtlad  PabrKiMd  album 
tmaiiri  than  Icaibcf  and  mure  durable — »  now 
availabU  in  line  p  nk  ur  nuiroua  Thu  new  album 
a  4"  and  tuniaini  live  ipiral  bound  plaMit 

CMkvra  tu  bold  icn  airraiiive  leriibraiea  char  may 
earned  on  the  CiitM  retlt  livery  unbUed 
putkn  mil  he  a  ihallenac  H>  your  ttudentt  to 
ijualily  b>i  ihr  awarda  in  jMtrihand.  rypinc,  blins. 
and  hiMikkerpinf 

Your  uudenit  mil  cuuih  ihii  beauiilul 
Aibirvcmeni  Rtaord  Album,  hlled  mih  aatom- 
pliihntrni  leiiihtaiet.  amona  ihcir  moat  valued 
ntaaeaa  ona  for  yeara  «>  (um^  All  ordera  will  be 
nllad  promptly 

Me  eneb.  $4  per  deaen,  peatppid 


kiiice'  1937.  SIh*  i*  a  past  prf;«iclent  of 
tlie  Ohio  Bukirtew  Teaches  Auocia- 
tion  and  a  rpember  of  NBTA,  NAB- 
TE,  and  UBEA.  She  ii  also  chairman 
of  the  hiisinett  education  dictionary 
project  committee  of  Delta  Pi  Epsi¬ 
lon. 

Her  chief  fiiiictimi  at  lier  new  posi- 
fimi  will  Im*  to  supervise  and  develop 
the  (JPS  examination  that  NSA  spon¬ 
sors  annually  in  selected  colleges  and 
universities. 

•  Francis  J.  Hadice  has  been  ap- 
|M>irited  assistant  professrtr  of  business 
education  at  BhxMusbiirg  (Pennsyl¬ 
vania)  Stale  Teachers  Caillege.  For  the 
[last  seven  years  he  has  lieen  an  in- 
stnjctor  at  Williamsport  (Pennsyl¬ 
vania)  High  Sch(x>l.  He  also  tauf^t 
at  Keliaiice  (Wyoming)  High  School. 

•  E.  Albiupierque,  of  Singapore, 
has  lyeen  honored  by  Queen  Elizabeth 
H,  of  England.  He  was  made  a  Mem- 
l)er  of  the  Most  Excellent  Order  of 
the  British  Empire  (Civil)  on  the  rx*- 
casion  of  Her  Majesty’s  Birthday  on 
June  13.  He  was  honored  for  his 
services  rendered  to  the  Singapore 
(iovenmient  as  personal  assistant  to 
the  permanent  sfxretary  to  the  Min¬ 
istry  of  Health  and  Director  of  Med¬ 
ical  Services.  Since  1938,  he  has  lieeri 
honorary  setTetary  of  the  Cregg 
Shorthand  Writers’  Assrx'iation,  which 
he  helpixl  to  form  at  that  time. 

s  Gerald  Kobins  has  l)een  named 
luesidcnt  of  Augusta  ((Georgia)  junior 
C College.  A  former  president  of  the 
Onrgia  BE  A,  he  was  most  recently 
at  the  University  of  Georgia,  Athens. 

•  Mearl  («uthrie  has  lx*en  appointtxl 
chairman  of  the  ilepartrnent  of  busi¬ 
ness  education  at  Bowling  GreiMi 
(Ohio)  State  University,  He  succeeds 
(•alen  Stutsman,  who  has  l>een  head 
of  the  dejyartment  sinc«*  1953  and 
who  asked  to  Ik*  relieved  of  his  duties 
in  order  to  devote  more  time  to 
teaching  and  r«*search. 

Dr.  C.iithrie  has  lK*en  an  assistant 
professor  of  business  e<]ucation  at  the 
University.  He  joined  the  faculty  in 
1954,  after  lyeing  an  assistant  profes¬ 
sor  at  the  University  of  Cincinnati. 
He  also  taught  at  the  University  of 
Minnesota  and  Ball  State  Teachers 
College.  He  is  a  inemlier  of  the  Ohio 
BFIA,  NBTA,  and  has  lM*en  an  offic<*r 
of  UBEA. 

•  Loan  W.  Mallory,  of  Detroit, 
Michigan,  died  in  Septemlier.  He 
was  head  of  the  business  education 
department  at  Pershing  High  School. 

•  Buth  W.  Bryant,  pn-iident  of 
Bryant  and  Stratton  Busini'ss  Insti¬ 


tute,  Buffalo,  .New  York,  died  in 
Octofier.  She  was  the  last  surviving 
member  of  the  family  that  helped 
found  the  schfxil  in  1854. 

.Miss  Bryant  had  licen  president  of 
the  school  since  1952. 


GROUPS 

•  NBTA  has  r«l«a»«d  th« 
program  of  its  60th  annual 
convontion.  Tho  Statlor  HotoL 

l^roit,  Michigan,  is  the  scene  of  the 
three-day  meeting  from  December  26 
to  28.  The  theme  is  “Opportunities  for 
(irowth  in  Business  Education.”  (xm- 
vention  hosts  are  the  Detroit  Area 
BTA  and  the  Detroit  public  and  pri¬ 
vate  schools. 

Presiding  over  the  c-onvention  will 
be  .Vlilo  O.  Kirkpatrick,  president. 
Again,  a  feature  of  the  program  will 
lie  the  annual  problem  clinic,  under 
the  chairmanship  of  W.  C.  Clark.  At 
the  final  banquet  on  Saturday  even¬ 
ing,  the  annual  John  Roliert  Cregg 
Award  will  |je  presented  to  a  dis¬ 
tinguished  leader  of  business  t'duca- 
tion.  'Hie  keynote  speaker  will 
lie  Tliornas  B.  Reid,  of  the  Ford 
.Motor  (.)ompany.  The  banquet 
speaker  will  lie  George  W,  Oane, 
syndic'ated  psychologist  for  246  news¬ 
papers. 

Mr.  Reid  will  discuss  “Education 
for  Freedom— Our  Greatest  Responsi¬ 
bility,”  Dr.  Oane  will  discniss  “Why 
Progress  Depends  on  Business  Educa¬ 
tion,”  Tlie  program  schedule  follows: 

Thuhsuay,  Decembeb  26 

7:30  p.m.— General  Amemhly:  prtrsid- 
ing,  M.  O.  Kirkpatrick;  invocation. 
Rev,  Paul  F.  Ketchum;  welcome,  S. 
M.  Brownell,  superintendent,  public 
schcMils;  keynote  address,  Thomas 
Reid. 

9:30  p.m. -12:30  A.m.— Informal  recep¬ 
tion  and  dance. 

Fhiday,  December  27 

9:00-1 1:(K)  a. m.— Department  meet¬ 
ings.  Tlieme:  “Opportunities  for 
Growth.” 

Collefies:  NBTA  liaison  officer, 
RoIm'iT  Thistlethwaite;  chairman, 
Ralph  Mason,  University  of  Illinois, 
Urbana;  vice-chairman,  William  Pase- 
work;  secretary,  Mildred  Hillestad; 
speakers,  Roliert  E.  Slaughter  and 
William  B.  Hawley. 

Private  ScluHtb:  liaison  oSic'cr, 
Robert  Sneden;  chairman,  W.  D, 
Dasc'h,  IxK-kyear’s  Business  College, 
Evansville,  Indiana;  vice-chairman. 
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A.  licmiaiiii;  secretary,  Darleiie 
Heller;  speakers,  Fred  C.  Archer, 
Paul  F.  Muse,  and  Walter  E. 
kanipratli. 

Secofuiary  Schools:  liaisun,  Warren 
Pulley;  cliainnan,  Margaret  tl. 
Andrews,  Minneapolis,  Minnesota; 
vice-chairman,  William  F.  l^yne; 
s<*cretary,  Marilyn  Holx-rts;  speakers, 
Peter  Agnew  and  John  Frakes. 

2:(K)-1:(K)  p.m.— Kound  tables: 

Adniinistraton  ami  Department 
Heads:  liaison,  Leslie  j.  Whale; 
chairman.  Arnold  London,  Univer¬ 
sity  of  Illinois;  vice-chairman,  Carmi 
T.  Odell;  secretary,  John  Roman; 
sp«*akers,  Allrert  C.  Fries,  (darente 

B.  Carey,  and  1).  I).  1/e.s.senlx‘rry. 

Basic  Husitu’ss:  liaison,  Mearl  K. 

(hithrie;  chairman,  Agnes  Ix‘lx*da, 
Iowa  State  Teachers  (College,  (.’edar 
Falls;  vice-chairman,  Donald  Haffetto; 
secretary,  Helen  W.  Hyry;  speaker, 
Ray  G.  Price. 

Office  Machines:  liaison,  Mary 
Plunkett;  chainnan,  Fred  S.  ('(H)k, 
Stanford  (California)  University; 
vice-chairman,  Loren  E.  Waltz;  sec¬ 
retary,  C'ecile  largic;  sp<‘aker,  Rolxrt 
J.  Ruegg. 

Private  School  Itistructors;  liaison, 
Homer  P'.  Long;  chairman,  B.  L.  Me- 
Bee,  Hammel-Aciual  C’ollege,  Akron, 
Ohio;  vice-chainnan,  Milo  O.  Kirk¬ 
patrick,  Jr,;  secretary,  N'iolef  R. 
S<*rgent. 

SaICHUAY,  DKCtMHY.K  28 

9:00-9:30  a. m.— Second  General  As¬ 
sembly:  presiding,  M.  O.  Kirkpatrick.  ' 
Elieiion  of  officers.  9:30-11:40  a.m. 
—Seventh  Annual  Problem  Clinic: 
chairman,  W,  C.  Clark. 

1.  Junwr  llinh  School  Typewrit- 
ing:  leader,  Ruth  Welty,  Haven 
Junior  High  School,  Evanston,  Illinois; 
ctinsultant,  John  M.  I'rytten;  re¬ 
corder,  (JharUrs  Rosenblatt. 

2.  //ig/i  Schi>ol  Tyj)ewritinn:  lea¬ 

der,  Mary  O.  Hou.s«‘r,  Liblx*y  High 
School,  Toledo,  Ohm;  consultant, 
James  (Tawford;  recorder,  Ftay  Wil-  I 
liams.  ' 

3.  College,  Typewritiuf’:  leader,  i 
Ruth  1.  Anderson,  North  Texas  State  i 
(>)llege,  D«*nton;  consultant,  .\lan  Cl. 
Lloyd;  reemder,  Elwcxxl  Layman. 

4.  //ig/i  School  FAementary  Short¬ 

hand:  leader.  Sister  M.  Therest;, 
.Madonna  High  ScIkniI,  Aurora,  llli-  i 
nois;  consultant,  Cdiarles  E.  Zoii)x.‘k;  | 
recorder,  Hannah  Walker.  j 

5.  //ig/i  School  Transcription: 
leader,  .Mary  (day  Pinkston,  A.  &  1. 
State  University,  Nashville,  Tennes-  j 
see;  consultant,  (ieorge  E.  Martin; 
recorder,  Agnes  .N^mkervis. 

6.  Colleae  Shorthand  and  Tran¬ 
scription:  leader.  Hazel  Flrxxl,  State 


ADJUSTABLE  STEEL 


DO  THE  JOB  RIGHT! 

Study  has  proven  that  BOTH  the  chair  and 
table  should  be  ADJUSTED  to  fit  the  individual. 
SEMCO  ALL  STEEL— School  and  Office 
Equipment  saves  you  money  while  it  offers  correct 
typewriter  height  from  26  to  29'A  inches. 


*  No.  102 
Drop-leof  Stand 


ADJUSTS  AS  EASY  AS  DIAUHG  YOUR  TELEPHONE! 


Just  a  simpla  turn  of  the  REMOVABLE  cronk 
ouuret  proper,  positive— locking  typewriter 
bed  height.  The  choir  alone  connot  otsure 
typing  ease  ond  improve  typing  techniquel 
BE  MODERN  ...  USE  SEMCO'S  ADJUSTABLE 
TABLES  and  STANDS  I 


No.  101 
Typing  Table 
Write  for  EREE  fffuitroted  Folder 


SEMCO  SALES 
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PBTKRSBURO 


PLORIO  A 


Then  0*1  the  n»w  R-Kiv*  File-ligKrwaighl,  | 
portobU.  wilti  many  uM*  in  oRca 
and  Itoma.  Eitbar  latlar  or  logoi  *iio 

foldari  At  in  tbit  one  Ala.  Strong,  { 
corrugotad  Abro  boord  with  bandy  "tota"  | 
oponingt  front,  tida  and  raor  for  | 

•oiy  handling.  Raod-ot-o  glanao  indai 
orae.  Attroctiva,  fado-proof  Anitb. 


BANKERS  BOX  CO.  e  Dapt.tiw-u 

}M7  North  IStb  A«a  •  Eranhlin  Porh,  IN 
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A  Light  Touch 

makes 

NEAT 
ERASURES 

with  a 

RUSH- 

-rrancLAss 
EB^MR 

No  slip  sheet  needetl  Ixr- 
tween  carlxtn  ami  copy. 
No  erasing  shieltl  —  the 
Rush  Phaser  is  less  than 
one  character  thick.  In 
Ix-autifiil,  life-time  plastic 
case,  handy  to  use  as  a 
[xnxil,  with  long-lasting 
propcl-re|Xrl  refills. 
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Order  from  your  Doa/or 
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neeae  e#  deeler  te 

Th«  Erasar  Co.#  Inc. 

ICM  S.  Clietoo  St.,  SytoroM  4,  N.  T. 


DECEMBER.  1957 


45 


Vlitiikiito,  Minnetota;  c-<rti- 
Kiiltaiit,  II,  WIjm'Ut;  miirdtT, 

Kilby  Wall. 

7.  Ilifili  SrfuKtl  Clerical  Office 
FrofiUe:  lfrad»'r,  IIi-Uti  Keyiiold.i, 
Ni*w  York  Uidvernity,  coiitiultaiit, 
Harry  HuHrnari;  r«*«mifr,  kUtbi-r 
kVIlow*, 

H.  Hiuh  Srhifol  liiMtkkeepinfi: 
l<*ad«T,  M.  H<*rlM*ii  Fn-r'inaii,  Stattf 
Ti'aclM-r*  faill«‘({r,  Moiitolair,  New 
jertey;  (-iniiiiiltaiit,  (Fillx'rt  Kabii;  re¬ 
corder,  Paul  Miitiiick. 

b.  IHnh  Sfhottl  General  liuhineM-. 
leader,  Cdadyc  Hahr,  New  'I'rier 
'I'owiDihip  School,  Wiiinetka, 

llliiioiH;  C'lMiiiillaot,  F.  Kendrick 
KaiiK’i- 

10.  htlr(HliuiU/n  to  liiitineM  Col- 
lefiet.  leader,  Af(iieii  la'IxMla,  con- 
miltaiit,  Holiert  W.  liarriiiKtoii;  re¬ 
corder,  ('arol  OxtoeKs. 

11.  Di/itrihulive  Edueatnm:  leader, 
Ann  Lind,  xiifM^rviHor  of  retailing  in- 
itriiction,  Detroit;  consultant,  I/mum* 
McFarlane;  reconler,  W'illre<l  Swii*t, 

12.  Adult  Huitinemi  Eflurutuur, 
leader,  Knos  (J.  Ferry,  Hoard  of  Ktlii- 
cation,  (JliicaKo;  consultant,  John  C. 
Homan;  recorder,  Zolten  Ainbrus. 

13.  Vlanninn  Ailequate  Fhytieal 
h'aeilitieM:  leader,  Fred  S.  Caaik;  i“on- 
Bultant,  Frank  lainhain;  recorder, 
Joliii  OsterliiiK. 

14.  FroniotUm  in  Frit  ate  Hnviness 
Srhoo/s,  leader,  J,  W.  .Miller,  (iohley 
Ih'ai'oin  Si'hool  of  Business,  Wilming¬ 
ton,  Di'laware;  lonsultant,  CJiarles  F. 
liarlaitlle;  ri*corder,  Darlene  li.  Hel¬ 
ler. 

15.  Fnvate  Htuitteiu  Schools: 
leader,  (diaries  S<*well,  Hurdett  Cail- 
lege,  Boston,  Massachiisi'tts;  consult¬ 
ant,  William  (^  CFordon;  recorder,  W. 
1).  Hatchford,  Jr. 

IB.  Student  Tearhina:  leader, 
Inez  Hay  Wells,  Ohio  State  Univer¬ 
sity,  (ailiimbiis;  consultant,  Floyd 
('rank;  recorder,  Ina  M.  (.'hamlN'rs. 

17.  First -Year  Teachers:  leader, 
Oorge  (aM>|>er,  Western  Michigan 
(aillege,  Kalama/(Mi;  consultant, 
Harvf's  Hahe;  rectirdt^r,  Nelda  Baker. 

18.  Teachitm  Office  Matianentent: 
leader,  lairen  K.  Waltz,  Indiana  Uni¬ 
versity,  BltNimington,  consultants,  (!. 
A.  Schneider  and  Irene  M.  Flacv; 
recorder,  (horge  Terry. 

19.  Fnrjter  Attitudes  /or  Office 
Workers:  leailer,  (diaries  B.  Hicks, 
Ohio  State  University;  (smsultant, 
Mearl  H.  (hithrie;  recorder,  Kathryn 
Slu'rnly. 

2:(M)-4:<M)  p.iii.— HiMind  tables: 

Hookkeepinu  and  Acctntntinn:  liai¬ 
son,  Floyd  1..  (Tank,  chairman,  Mary 
M.  Brady,  Madison  (.'ollege,  Harri¬ 
sonburg,  Virginia;  vko-chainnan,  (ol- 


la-rt  Kahn;  si-CTetary,  Mark*  Vil- 
haiier;  speakers,  H.  G.  Enterline, 
Holn-rt  F.  Bell,  F.  W.  Housi*,  Harry 
HuHinati,  and  Archie  D.  W’aring. 

Durtrilmtice  Fducatum:  liaison,  W. 

C.  (dark;  chairman,  W'endell  B. 
Fidler,  Western  Michigan  Oillege, 
Kalama//Ni;  vice-chainnan,  William 
B.  laigan;  secr«*tary,  Berenk*  Wdiite; 
sp«*aker,  Julius  T,  Wendzel. 

Frivate  Schtntl  Owners  arul  fl/'gi*- 
trars:  liaison,  Darknie  Heller;  cliair- 
man,  Otto  J.  Madland,  .Madison 
( WiiasHisin)  Business  (aillege;  vice- 
chairman,  Ik'rnard  Dasch;  seiTC'tary, 
Huth  L.  Davis;  sjieakers,  Joe 
VinociNir,  HolM?rt  W.  Sneden,  Hugh 
T.  Barnes,  and  H.  Frank  HarwcKKl. 

Secretarial  FrM:tice:  liaison,  Doris 
H.  (.'rank;  chairman,  F)velyn  F. 
Kron(*nwetter,  Kenosha  (Wisconsin) 
Higli  SchiKil;  vke-chainnan,  Riithc'tta 
Krause;  strcriHary,  Sister  M.  Alexius; 
s|>«‘akers,  (diaries  F].  /ouliek  and  D. 

D.  Ia*ssenl>erry. 

B:00  p.m.-12:3()  u.in.— Annual  Ban- 
qui.'t  atul  Dance:  presiding,  M.  O. 
Kirkpatrick;  inv(x:ation,  Hev.  Bartlett 
L.  Hess;  address,  (korge  W,  Crane; 
presentation  of  1957  John  Holiert 
Cregg  Award. 

'Idle  program  (“o-ordinator  is  Doris 
(Tank,  lax-al  chairman  is  Homer 
laing.  Holx'ii  F.  Bell  is  exhibit  man¬ 
ager. 

•  The  (!atholic  BKA,  Midwest 
Unit,  will  hold  its  annual  regional 
meeting  at  the  (aiiirad  Hilton  llotel, 
(.diicago,  on  Saturday,  I>ec<*ml)er  7. 
Keynote  speaker  will  lie  the  .Most 
Hev.  Haymond  F.  Hillinger,  D.D., 
auxiliary  bishop  of  (.'hicago. 

'I'heme  of  the  ts>n  vent  ion  is  “Tlie 
Modem  Offict*,  A  (diallenge  to  Class- 
riKHii  Instruction.”  Sp<*cial  panel  dis¬ 
cussions  will  Ih*  led  by  I..  M.  Oillins 
and  Mary  (ainnelly. 


SCHOOLS 


•  The  Indiana  University  <lepart- 
ment  of  business  education,  in  co- 
op<‘ration  with  Theta  chapter  of 
Ik'lta  Fi  Epsilon,  has  published  a 
"  Review  of  Res<*arch  in  Business 
Education”  as  tlie  .St'ptemlier  issue  of 
thi*  ScIkkiI  of  Education  bulletin. 
The  l()3-page  issue  contains  (1)  a 
revii'w  of  the  research  completed  in 
Indiana  University's  department  of 
business  education  and  office  training 
from  1946  to  1956  and  (2)  abstracts 
of  studies  on  which  the  review’  is 
based. 

Falitor  of  the  issue  is  Earl  A. 
Dvorak,  of  ifuliana  University.  (Copies 


may  lx*  ordered  from  the  University 
Ikxikstore,  Bhxnriington,  Indiana; 
ct>pk*s  are  $1  each,  postpaid. 

•  The  University  of  North 
Dakota,  (Franc!  Forks,  has  announced 
the  appointment  of  three  graduate 
teaching  assistants  to  its  busine$s-<‘du- 
cation  department.  They  are  Robert 
Keller,  Minot,  North  Dakota;  Doris 
Rierwagen,  Waiikcxi,  Iowa;  and  Don¬ 
ald  Anderson,  (kand  Forks,  ('hair- 
man  of  the  dc’partment  is  John  L. 
Howe. 

•  Richmond  (V'irginia)  Frofes- 
sional  Institute*  has  announced  the  fol¬ 
lowing  appointments  to  its  tc'aching 
staH: 

(diaric's  A.  Heap,  William  A.  Sand- 
^  ridge,  and  Wcxxlk*  L.  l'iickc*r  are  as- 
scx:iate  professors  of  business.  All  have 
had  wide  experience  in  business  and/ 
or  c’diicaticMi.  Mrs.  Jackie  Williams  is 
a  new  instructor  in  business.  She  is  a 
former  teacher  and  secretary. 

(kjorge  (amwell,  (k*orge  E.  Gas¬ 
kins,  Marian  Brec‘den,  and  (FCMirge 
M.  Wliite  have  lx*c*n  added  to  the 
evening  c'ollc'ge  staff  in  the*  schcxil  of 
business. 

The*  appointments  were  announced 
by  Kc'iinc'th  Zimmc*r,  director  of  the 
schcKil  of  hiisinc'ss. 


OtNlRAL 


•  “There  will  not  lie  enwiugh  air 
time  to  mc*<*t  the  demand  for  tele- 
vis<*cl  in-schcxil  training  ten  years 
from  now,”  statc*d  John  W.  Taylor, 
excfiitive  director  of  W'TTW,  (Chi¬ 
cago.  “Television  tc*ac:hing  is  lx:com- 
ing  a  ncx-essity,”  Dr.  Taylor  said, 
“lx*cause  of  the  ever  incTeasing  short¬ 
age  of  teachers  and  the  accompany¬ 
ing  nc‘cxl  for  improving  the  cpiality 
of  instruction.”  “Even  now,”  he  said, 
“television  expands  the  usefulness  of 
the  gcxxl  teacher  by  allowing  him  to 
app<‘ar  in  many  classrexims,  or  living 
rcKims,  at  the*  same  time.”  He  spoke 
at  the*  start  of  the  educational  tele- 
visicMi  station’s  1957-58  fund  drive. 

•  A  major  effort  is  undcTway  at 
Nc*w  York  University’s  Schcxil  of  (kim- 
merce  to  help  studc*nts  to  write  and 
spc'ak  more  clearly.  The  schcxil  has 
dciiiblcMl  its  degrex*  rcxpiirc*ments  in 
writing,  intrcxluced  a  recpiired  cxxirse 
in  speaking,  and  expanded  a  re¬ 
cpiired  literature  ctiiirse.  “Tlie  devel- 
cipmc*nt  of  a  student’s  ability  to  ex¬ 
press  himself,”  Dean  Thomas  L. 
Norton  declared,  “cannot  be  sepa- 
ratcxl  from  the  development  cif  his 
ability  to  think  clearly." 
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TOl.ElK'i  (OHIO)  teachers  visit  near- 
hy  Willys  Motors,  Inc.,  Jnritiff  the 
city’s  anniuil  Hu.’tiiwss-lndustry  Educa¬ 
tion  Day.  At  the  rifiht,  a  small  nrrmp 
receives  a  ride  on  Willy’s  new  .Me¬ 
chanical  .Mtde.  Over  4, (MX)  teachers 
totired  various  itulusirial  plants  and. 
husine.ss  offices  during  the  annual 
vi.siting  day  sjyonsored  hy  the  Toledo 
Chamber  of  Crnnmerce. 


DEI/TA  ZETA  cluipter,  Pi  Omena  Pi, 
is  iruKtalled  at  Southeast  Missouri 
State  College,  Cape  Oirardeau,  hy 
Half  J.  Thomas,  riatUmal  editor,  (fnmt 
row,  left).  Sponsor  of  the  chapter  w 
Mabel  Ellus  (fnmt  row,  second  from 
riftht).  E.  II.  Newmeyer  (rear,  center) 
is  head  of  the  hwsitu‘.ss-education  de- 
jHirtment  at  the  schwl. 


E.  M.  IXIIJCLASfrinht),  retiring  pres- 
ulent,  Maduum  (Wisconsin)  liusiness 
College,  wishes  gornl  luck  to  his  sue- 
cessm,  Fred  f.  Broker.  A  batiness 
teatdier  in  Madistm  for  fifty  years, 
iMmglas  became  presklcnt  in  19.50. 
Broker  (oined  the  school  in  19')0  arul 
Itecarrw  a  jxtrlner  in  the  corporation 
in  19.50.  lAHtking  on  t»  Otto  f.  .Mod- 
land,^  ru-w  executive  vice-jnesident, 
whi}  fmned  the  teaching  staff  in  1949 
and  became  a  jiartner  in  19.50. 
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Chalkboard  Bullotin  Board 

'Mw*  ‘'DiK't,*’  a  i-otnhinatioii  chalk* 
Ixiard  afui  cork  hiiilctiii  Ixiard,  in  ikac 
available  iroin  S«mi*NcI  Pr(Kiu(.-ts  ()oin* 
paiiy,  Oakland,  (,'aliloriiia.  'Ute  Inrard 
(a[>proxiinati'ly  two  by  three  f«‘«'t)  has 
uliiiiiiniifii  frainiii(t  and  an  ahiininimi 
tray.  The  chalkiNiard  comes  in  bine, 
brown,  K'^<*<*n,  and  c«>ral;  ibe  cork* 
Ixiard,  in  tan  or  gi'ay.  'I’he  Duet  re* 
tails  for  112  95. 

Portablo  Tapo  Rocordor 

A  h»w-priced  portable  ta[M’  recorder 
has  In'cii  inlrodiued  by  lb‘11  and  llctw* 
ell,  710b  MK^ormick  Hoad,  OhicaKo 
1.5,  Illinois.  The  M<Mle|  770  is  priced 
at  $160.9.5;  it  ri'sc'inbles  MckIc-I  77.5 
($169.50)  except  that  it  dees  not 
leatine  a  pause*  button  or  dual  record* 
inK-|(*vel  indicator  lamps. 

rbe  770  has  twin  .5y4*inch  spe*akers 
and  variable  tone  and  volume*  controls. 


It  has  five  push  buttons;  stop,  for* 
ward,  rewind,  play,  and  re*cord.  'I'he* 
la|>e  inns  at  .5%  or  7'/k  inche*s  |M*r 
second.  .Storaf{e  space  in  the*  case*  ac* 
commcMiaters  a  ceramic  microphone* 
with  a  6-foot  cord,  an  S*foot  iM*rina* 
ncnily  conne*cti*d  cord,  and  a  7*inch 
rce*I.  A  csmve*nie*nt  acce*ssory  Ls  a 
wronKht*iron  stand  with  Incite*  c'asi* 
e*rs,  priced  at  $9  9.5. 

Low-Coft  Sound  Systam 

.\iidiotone*,  a  hi-fi  sound  system 
that  sells  for  $79. .50,  has  lM*e*n  an- 
nonneed  by  Audio- Master  Corpora* 
tion,  17  K.  -15  St.,  New  York  (Jity.  It 
leatnre^s  a  live-watt  pnsh-pnil  ainpli* 
fii*r  and  dual  lii-K  s|M*akers  (an  8* 
inch  woofe*r  and  a  3-inch  tweeter). 
It  has  se*parate  base  and  treble  c'on* 
trols  and  a  fri‘epii‘nc’y  ri*s|Minse  of  60 
to  I2,(KM)  cTycles.  llie  unit  (ainpli* 
Her  and  s|M*aker)  weighs  only  1.5'^ 

IHMinds. 

Portabl*  Addrats  Systam 

A  fMirtable  public-address  system 
that  wcIkIis  only  18  |)oiinds  is  markc‘t* 


e*el  by  .Antrex.  ('orporation,  !3l  North 
I..aSalle‘  St,,  Chicago.  The*  “He*dcap,” 
which  uses  transistors,  is  built  inter 
an  attache*  case  6  by  14  by  18  inche*s 


ill  si/e.  It  draws  all  its  perwer  from  two 
liashli({ht  batteries  that  ^ive  up  to 
fifty  hours  of  service. 

The*  He*elcap  system  may  Ik*  heard 
ove*r  an  are*a  of  6,(KK)  sepiare  fe*et.  Its 
compone*nts  are  a  hiK}i-fiele*lity  transis¬ 
tor  amplifie*r,  a  he*avy*duty  eiKht-inch 
s|M‘ake*r,  a  microphone  and  controls, 
and  the*  two  fkishli((ht  batt<;ries.  The 
ne*\\  syste*ni  ri*tails  at  $249..50. 


Slide*Fiimftrip  Projactor 

Hri^ht  illumination  is  «*fiirri*d  by  a 
ne*w  multipurpose  projt*ctor  intriKliiced 
by  He-ll  and  Howell.  The  7.50  .Sp<*cial- 
ist  accomm<Mlati*s  lM>th  filmstri|>s  and 
slidi*s.  It  has  a  7.50-watt  lamp  and  a 
ne*w  rotatin){  f  .3.5  lens. 

rhe*  .S|K’ciali.st  will  show  single'-  or 
double-frame  filmstrips,  printed  ver¬ 
tically  or  hori/ontally  «>n  the*  roll.  It 
comi's  with  a  manual  chan>4e*r-and 
will  accept  an  automatic  chaiiKe'r— for 
showing  2x2  slidi*s.  It  may  also  Ik; 
use*d  with  the*  He*c*ord  .Master,  a  three* 


s|K*e*d  re*c*ord  and  transcription  player, 
for  sound  presi*ntations. 

The  7.50  S|M*ciahst  is  piics'd  at 
$129..50.  For  lurth<*r  iniormation, 
write  to  lie*ll  and  Howell,  7100  ,Mc* 
(  airniick  Hoad,  ( 'hicat^o  4.5. 
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Steal  Storage  Cabinets 

,A  new  line*  of  stcK*!  cabinets  has 
lK*eri  announex*d  by  Penexj  Metal  PrexI* 
iic-ts.  The  line  includes:  w’ardrolx* 
cabinc*ts,  sterraRe  cabinets,  w'ardrolx*- 
steira^c  cabineds,  desk-  anel  counter* 
he*i)(ht  cabinets,  and  terol-room  cabi* 
ntds.  The;  cabincfts  liave  chrome  dexrr 
handle's  with  built-in  Rrcxrved  key 
lex;ks,  adjustable  shelvers,  and  an  en¬ 
amel  finish  of  %xiiy  or  green. 

For  further  infunuation,  w'rite  to 
Penc*o  Mc*tal  Products  Division,  Alan 
VVckkI  Ste«*l  ('•).,  2(K)  Brower  .\ve., 
Oaks,  Pa. 

New  Products  at  a  Glance 

•  TemiK)  correc-tion  fluid:  new 
scpiare,  spill-prcKif  glass  Ixrttle;  in¬ 
cludes  new  nylon  brush.  .Made  by 
Milo  Harding  (><mipany,  .500  Mon* 
tc*rey  Pass  Hoad,  Monte*r(*y  Park,  (’ali* 
foniia. 

•  I  he  “Card  Caddy,”  small  alumi¬ 
num  file  to  hold  .34*  hy  2-inch  cards; 
with  alphalx'tical  inde*x  guidc*s;  an* 
tiepie  gold  and  black  iini.sh;  fits  inside 
dc*sk  drawc*r.  Junior  model  ($2.49) 
holds  7.50  cards;  sc*nior  iixkIc*!  ($2.98) 
holds  KMM)  cards.  Free  catalog.  Made 
hy  Helen  Hahn  Company,  Box  645.32, 
Ixis  .Angelc*s  6*1,  California. 

•  “Ihinline”  secretarial  posture 
chair:  foam-rubber  seat;  padded  back 
rest  with  spring  clip  to  follow  brxly 
mov(*meiits.  Height  adjustment:  16- 
I  2  inches  to  22-1, ^2  iiich<*s.  Hand* 
wher*!  allows  back-rest  adjustment. 
Hublx'r  casters.  (Jioicc  of  19  colors. 
Made  by  Hoyal  Metal  Manufacturing 
(aanpany,  175  North  Michigan  .Ave., 
(.hicago  I,  III. 

•  lkH>kkccpmg  desk:  with  large, 
easily  mov<*d  plastic  tote  tray;  plastic* 
surfac-e  top;  tubular  st«*e|  legs;  27*  and 
29-inch  heights.  Made  by  'Hie  Bruns* 
w'ck-Balke-Collender  Company,  623 
South  Wabash,  Chicago,  III. 
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She’s  so  apt  to  meet  the  ItOYAL 
f:LECTRlC  on  her  very  first  job! 


'I'ht'  acaptance  of  the  ROYAL  ICLKC'l  RIC  lyix- 
wnter  hy  business  has  fx*en  tremendous.  Many  of 
your  uraduatev  will  lx*  expected  to  use  this  machine 
on  their  fir^t  jobs. 

'Ihu'^  no  typing  student  is  really  prepared  with¬ 
out  ROYAL  IvLKC'TRIC  instruction. 

h'orturuitely,  the  RO^'AL  is  the  easiest  of  all 
electrics  to  master.  A  sjxcial  exclusive  control 
literally  tailors  th»:  keylxiard  to  the  individual 
typi-t’v  touch,  making  the  transition  from  manual 
to  electric  keyfxiard  much  easier. 

.X^tain,  Ix'ninnin^  students  usinn  the  RO^  .\L 
I'LIX'TRIC  will  find  it  wonflerfully  ea^y  to  master 
keyljoard  'trokinn.  'I'hey  will  have  more  time  for 
learning  additional  typing  technuiue-. 


Here  a^ain,  a  battery  of  exclusive  convenience 
features  and  enKineeririK  advances  make  the 
ROYAL  the  ideal  electric  for  teaching  or  learninn. 

Don’t  deny  your  students  this  imixxtant  train- 
inn.  Call  the  RO^'AL  man  f<»r  a  free  demonstra¬ 
tion  on. 


Oiilyllw  WOVAl.M.IX  I  KK  ..(li  rn 
'I  wiri-l’.'ik  tli<- iiistaril  ctiatiKiiiK  rih- 
t¥in  tliat  liatids  ni'vcr  Unicti,  you 
ri«  v<  r  lu'tvr  lo  wind. 


eJprfric 


I'loliMt  til  M<>v:»l  Ml  Iw 
wijrUI'i  UiKcal  iiMiiul.ti i>l  lyi«  »ritrrt 
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Q4'StlofuU  Accounting  Machines  return  131%  annually 


on  our  investment! 


— THI  UPSON  COMPANY,  lockport,  N.  Y. 


"Nolionals  hove  been  tremendously  voluoble 
to  us  in  our  expanding  ond  complex  opera¬ 
tions.  In  foct.  Notional  Accounting  Machines 
return  131',  on  our  investment. 

■‘Becouse  of  their  flexibility,  our  Notionals 
hondle  such  widely  different  accounting  (obs 
as  ledger  postings,  payroll,  analysis  of  sales 
and  commissions,  inventory  control,  and  man- 
ogement  stotements  Period  closings  are  on 
schedule  and  statements  ore  m  monogement’s 


honds  a  few  days  later. 

"Our  operators  learned  how  to  use 
Nationals  m  a  few  hours  and  produce  re¬ 
ports  with  speed  and  accuracy.  We  are  also 
highly  pleosed  with  Nationals’  trouble-free 
performance." 


Pretidani,  Th«  Upton  Company 


In  yOur  butineii,  loo,  Nononal  machinet  will  pay  for  ihemtaivet  with  tha  money  ihey  love,  lhan  continue  tovingi  at 
profit  Your  nearby  Notional  mon  will  glad  y  thow  how  much  youcon  tova  ond  why  your  operotort  will  ba  happiar 
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9*9  OPPICfS  IN  94  COUNruifS 


UPSON  P8O0UCTS  f08  WAllS 
AND  CtllINGS: 

Strong  Bill  (water. proofadi  Panalt 
a  Kuvar.Xrob  Panalt  •  Striotad  Panalt 
•  3  16*  Panelt  •  Eaty  Curva  Ponalt 
a  All.Waathar  Shaathirg  ond  Panalt 
a  Primad  Siding  and  SoBitt 

ayaaoe  itaBa  Me  u.  a.  aay  «er. 

e/fSUonal’ 

JCCOMTTHM  flAONMI 

MMM  msantiu  .  am  mams 
HU  ruu  (Hh  CmcH  Immbw) 
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